
  
         

 

Personnel AR 4133(a) 

TRAVEL REIMBURSEMENT 

Reimbursement for Travel, Conference, Convention or Meeting Expenses 

Staff members shall be reimbursed for actual and necessary expenses which are incurred 
as a result of assignment on official business. Such reimbursement for expenses incurred 
must be within limits set by law and the adopted policies of the Governing Board. All travel 
reimbursement expenses, except mileage, must be submitted on the District’s Subsistence 
and Travel Claim Form. All mileage must be submitted on the District’s Reimbursable 
Mileage for Use of Private Vehicle Form. 

Out-of-District 

1. Time out of the District should be the shortest possible to complete conference or 
approved activity. 

2. Reasonable expenses may be claimed in accordance with established rules and 
regulations for authorized activities. 

3. Advance conference registration may be paid by the District when authorized. 
Reimbursement to the District for nonattendance due to personal reasons is the 
responsibility of the employee. 

4. Claims for reimbursement shall be submitted for approval no later than 30 days 
following the conclusion of the activity.  Claims received after 30 days may be 
denied at the Superintendent or designee’s discretion. 

In-District 

1. Reasonable expenses including mileage reimbursement may be claimed in 
accordance with established rules and regulations for authorized activities within 
the District. 

2. The cost of meals in connection with authorized activities within the District may 
be claimed. 

3. Claims for reimbursement are to be submitted for approval no later than 30 days 
following the conclusion of the activity. 



AR 4133(b) 

TRAVEL REIMBURSEMENT (continued) 

Promotional Items Received from Official Travel 

Transportation for official business shall not be arranged on a carrier solely to obtain 
points, free tickets, or any other amenities or gifts. Officers and employees may not retain 
any benefit gained even in part from official travel. Officers and employees shall be 
required to account for gifts, gratuities, or other benefits received from private sources 
such as airlines, car rental agencies, or other public carriers. Promotional materials such 
as bonus flights, reduced fare coupons, cash, merchandise, gifts, or credits toward free or 
reduced costs of goods or services received in connection with official travel and based 
upon ticket purchases or rental car costs shall be returned to the District. 

Free upgrade to first class, executive club membership and check cashing privileges which 
could be used only by the officer or employee may be retained and shall not be turned 
over to the District. Unsolicited promotional materials of nominal intrinsic value (pens, 
pencils, note pads, calendars, etc.) may be retained by the officer or employee. 

Reimbursement Regulations 

It is expected that only actual and necessary costs will be reimbursed. 

1. Meal Allowance 
It is expected that actual and necessary cost of meals will be claimed. Actual 
itemized receipts are required for any meals claimed. Maximum meal cost 
reimbursements are deemed to be not more than those outlined below. Meals 
claimed for reimbursements may not contain charges for alcoholic beverages. 

The maximum per meal reimbursement rates, including sales tax and up to a 15% 
tip, are as follows: 

Breakfast $ 10.00 
Lunch 15.00 
Dinner 25.00 

Meals associated with special events such as banquets, luncheon meetings, or 
programs that exceed maximum meal allowance must be claimed with an actual 
receipt. Meals included as part of the registration fee or meals provided while in 
flight are not reimbursable as separate items. If the employee elects to have a 
meal outside of the registration provisions, the cost will be the responsibility of the 
employee and is not reimbursable. 



AR 4133(c) 

TRAVEL REIMBURSEMENT (continued) 

1. Lodging 
Actual expense for lodging is reimbursed with an itemized hotel bill. Personal 
credit card receipts or canceled checks are not acceptable. Where alternatives are 
available, expenses are expected to be reasonable. Expenses attributed to a 
spouse/guest are not reimbursable by the District. 

2. Plane Fare 
Airline tickets should be of least cost. The airline ticket receipt must be attached to 
claim. 

a. Car Allowance: Reimbursement is per mileage allowance or in lieu of 
airfare, whichever is less. 

b. Car Rental: Car rental must be reasonable and have prior approval. Car 
rental reservations may be made by the person traveling.  Receipts shall be 
attached to claim. 

c. Taxi, Hotel Bus, Limousine: Receipts are required and shall be attached to 
claim. 

d. Car Storage Parking: Receipts are required for charges and shall be 
attached to claim. 

e. Public Transit, Ferry, Bridges: Receipts are required for fares or tolls and 
shall be attached to claim. 

3. Telephone, Telegram and Fax 
Telephone, telegram and Fax expenses must be itemized. Receipts are required 
for charges and shall be attached to claim. 

4. Registration 
Receipts are required.  Amounts on the claim will be verified against the receipts. 

5. Reimbursable Mileage for Use of Private Vehicles 
The per-mile reimbursable rate will be set by IRS Rules and Regulations. 

Driver and vehicle utilized shall be appropriately insured and licensed.  Employee/ 
Volunteer Personal Vehicle Use Form shall be completed and kept on file with the 
District. 

6. Business Services will be the custodian of the District credit card. 
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