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DLC

EXPENSE REIMBURSEMENT

The District shall reimburse its employees, officials, and representatives for actual, necessary, and
reasonable expenses personally incurred in the performance of authorized District business.  To be
eligible for reimbursement, expenses must be claimed in accordance with established administrative
rules and shall reflect compliance with the following provisions.  (All references to School District
employees contained herein shall also be applicable to Board members.)

A. Travel Authorization

All out-of-district, out-of-state, and overnight travel must have prior approval of appropriate
administrative personnel as noted on the Conference/Workshop/Visitation Absence Request
Form (DLC-E1).  The application shall include the title, location, date(s) of attendance and
estimated expenses.  In addition, the form shall include the expected benefits/outcomes for the
employee/District and shall indicate the funding source (account number).  Upon return, an
expense statement shall be filed on the appropriate form, within fifteen days.

B. Mode of Transportation

All transportation shall be planned with the principles of fiscal austerity and energy
conservation in mind.  Employees planning travel to the same destination shall coordinate
transportation arrangements.

The selection of the transportation conveyance whether it be by airplane, train, bus or
automobile shall be made predicated upon the most efficient and least expensive means of
reaching the intended destination.

1. Air travel will be coach.

2. Air travel arrangements should be made by the employee prior to submitting a purchase
order for the appropriate tickets, but only after approval for conference attendance has been
received.

3. Employees will be reimbursed for travel according to whatever method of travel is most
reasonable based on cost and time of travel.  When personal automobile expenditures
exceed what it would cost to use a common carrier, reimbursement will be limited to
common carrier rates.  If a personal automobile is used for travel exceeding 400 miles one
way, meals and lodging (beyond the first day) while traveling are not reimbursable.  Travel
by personal vehicle shall be reimbursed in an amount equal to the maximum "IRS approved
automatic mileage allowance."

C. Taxi, Limousine, Parking and Other Expenses

Expenses for taxi, limousines, buses, car rental, toll road fees and parking charges may be
reimbursed when itemized on the expense voucher.  Receipts shall be required for such
expenditures in excess of five dollars ($5.00).

D. Meal Expenses

1. The claim for meals must represent actual, reasonable and necessary expenses for meals.
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2. The maximum permitted amounts for meals, including tax and gratuity,  is $40.00 per day.
Receipts shall be presented for all meal expenditures.  The Business Administrator may
approve daily meal costs exceeding $40.00 upon presentation of convincing rationale.

3. If meal costs include payment for other individuals, such as advisory committee members,
Board members, advisors and special guests, these individuals must be identified either on
the receipt or on the expense statement.  Justification will be required.

E. Lodging

1. Claims for lodging expense reimbursement may be made by submission of original
itemized receipts documenting the expense.  Lodging expenses shall be limited to the single
occupancy rate of the room and any related room tax.  The choice of lodging shall be based
on cost with consideration given to accessibility in conducting business.  In some instances,
the arrangements for lodging are made by a convention housing bureau which may impact
on the employee's choice of location and cost.  Whenever possible, lodging arrangements
shall be made using a District purchase order to avoid State sales tax on room charges.

2. When an employee attends a specific business function, convention and seminar, that
includes staying at a particular lodging accommodation, the employee shall be entitled to
reimbursement required for such a stay at the specific lodging accommodation.

F. Telephone

Employees shall be reimbursed for telephone expenses when incurred for business purposes
only.  Such calls shall be itemized and shall include a reporting of the person and/or
organization contacted.

G. Non-Reimbursable Expenses

1. Political contributions or expenses related to political activities.

2. Alcoholic beverages

3. Expenses for spouses or guests

4. Additional non-business room charges.

5. Gifts, contributions or other charges which do not clearly benefit the District.

H. Expense Reimbursement

Within fifteen (15) days after the employee returns from travel, the travel expense statement
must be submitted for signature and account number to the employee’s immediate supervisor
and then routed to the Business Office with the appropriate receipts attached.  Expenses will be
reimbursed within thirty (30) days after expense statement submission to the Business Office.

All travel expenses considered part of an employee's normal travel will be reimbursed on a
monthly, semester, or annual basis through submission of the appropriate expense statement to
the Business Office.

Adopted:  9/12/69;
Amended: 2/15/72; 5/21/74; 3/8/77; 4/24/79; 10/9/79; 7/8/80; 11/21/83; 10/16/89; 4/3/95, 1/19/04


