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All personnel of Rangely School District RE-4 attending conferences, conventions, 
meetings, or on official business for Rangely School District RE-4 are eligible to 
receive release time from the District and reimbursement for their expenses subject 
to the following limitations: 
 
All registration fees for conferences and conventions will be paid with the exception 
of those involving joining professional organizations.  In order for these to be paid in 
advance, person’s requesting pay shall submit these to the Central Office by the 
twentieth of each month.  Requests not in by this time will have to be paid by the 
individual, and be reimbursed approximately the twenty-fifth of the following month. 
 
Mileage will be reimbursed at a rate of twenty-five cents per mile.  Other expenses 
for trips for less than twenty-four hours will be paid at a rate of $6.00 for breakfast, 
$7.00 for lunch, and $12.00 for dinner, for actual meals needed.  For multi-day trips 
the rate shall be $25.00 per day for meals.  Lodging arrangements shall be made 
through the Central Office to assist in obtaining reasonable rates.  Consideration for 
travel and locations at or near the convention site will be made.  Meals and motel 
expenses, if not previously arranged, shall be given in advance if submitted by the 
twentieth of each month.  When conference registration fees contain meal 
allowances, the district shall not pay per diem for that meal.  If not submitted by the 
twentieth, employees shall be liable for expenses and shall be reimbursed 
approximately the twenty-fifth of the following month. 
 
No advances shall be granted through building activity funds nor will the district 
require receipts.  However, employees shall be responsible to the IRS in case of 
audit. 
 
Two or more employees attending the same workshop, meeting or convention many 
not each collect mileage unless previous arrangements have been made with the 
superintendent of schools. 
 
Staff members attending conferences or meetings shall be allowed sufficient travel 
time to arrive at their destination at a reasonable hour.  The exact time for leaving 
shall be arranged in advance with the building administrator.  Normally a teacher 
should be allowed sufficient time to arrive at their destination by 10:00 pm if their 
meeting start early the next morning.  Consideration shall also be given for the 
returning trip.  Teachers who are expected to arrive home after 10:00 pm should 
check with their building principals’ regarding reporting time the following day. 
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