
 

 

Braxton County Board of Education 
EMPLOYEE TRAVEL POLICY (3620) 

 

General. 

 Legal   WV Code § 18A-5-4, WV Code §18A-5-4A, WV Code §18-8-5A 

 Effective Date  June 1, 2021 

 Last Revised  February 3, 2003 

 Repeal of former Rule BCS Policy 3620:  Conferences and Visitations  
 
Purpose.  
This policy is to enable the Braxton County Board of Education to establish uniform travel regulations. 
 
Definitions. 

A. GSA – General Services Administration.  The GSA is responsible for establishing the per diem 
rates a traveler will be reimbursed for lodging, meals, and incidentals.  
 

B. Per Diem – Per diem is the allowance for lodging (excluding taxes), meals, and incidental 
expenses.  The GSA establishes per diem rates for destinations within the lower 48 Continental 
United States.   

 
General Travel Authorization.  
 

A. Travel must be authorized for official school business using the Professional Leave Request Form 
for each event.  
 

B. Authorization must be secured for each out-of-county trip 5 days prior to the date travel is 
scheduled to begin.  Out-of-state travel requires Board approval and must be submitted at least 
30 days prior to the trip.   
 

C. An employee (professional, service, including coaches) wishing to attend any conference, 
meeting, or convention in state may be absent for such purpose upon approval of the 
Superintendent or designee, if attendance will be in the interest of the schools.   
 

D. An employee shall be reimbursed for self-incurred travel expenditures; reimbursement is not 
permissible for any travel-related expenditure of another employee.  

 
Transportation.  

 
A. Ground Transportation. 

 
1. Mileage reimbursement will correspond with the IRS Federal Regulations.  Reimbursable 

mileage includes actual miles traveled using the shortest practical route, excluding 
normal daily commuting.  

 



 

 

2. Mileage is calculated from the home or school whichever is closer to the destination 
regardless of whether the day is a calendar day or a non-calendar day.  

  
3. Employees and itinerant employees are eligible for mileage reimbursement after they 

report to their assigned work location and to any subsequent assigned work locations.  
Normal daily commutes to and from home are not eligible for reimbursement.  
 

B. Insurance. 
 

1 An employee’s personal insurance will be primary for liability insurance coverage when 
operating a privately-owned vehicle.   

   
2 Braxton County Board of Education’s insurer, BRIM (Board of Risk & Insurance 

Management), will provide excess liability coverage for additional protection to the 
employee using their personal vehicle in the course of business.  Being excess, BRIM’s 
coverage will only be available after the vehicle owner’s coverage is exhausted.  

 
3 BRIM does not provide coverage that will pay for damage to a personal automobile 

regardless of the cause.  Further, BRIM will not pay the owner’s physical damage 
deductible.  

 
C. Commercial Rental Vehicles. 

 
1. Reimbursement for rental vehicles will be made for the cost of the daily rental fee for a 

mid-size, standard, or smaller vehicle, plus mileage and fees for fuel costs. 
 

2. For travel of more than a few-days duration, weekly rental rates may be reimbursed if 
they result in a lower total cost than the daily rate.  

 
3. Reimbursement may be made for full-size vehicles if more than three employees are 

traveling together on business (or larger vehicles for groups of five or larger).   
 

4. All costs associated with the rental car and fuel must be supported by receipts.  
 

5. Use of rental vehicles requires approval of superintendent or designee.  
 

D. Air Transportation. 
1. An employee should use the most economical mode of transportation that is consistent 

with the purpose to the trip.  
 

2. Employees shall not book flights through a Third Party Booking vendor.  
 

3. Commercial airline transportation shall include the actual expense for the least 
expensive logical fare via the most direct route, or reasonable alternative route if it 
results in a lower fare.   
 

4. The fee for the fare can be reimbursed after the expense has incurred.  A receipt of the 
airfare and related costs must be presented with the travel reimbursement form.  



 

 

 
5. Baggage fees may be reimbursed with receipt.  

   
6. If an increase in the cost of airfare is incurred, the charge is reimbursable if the 

employee was directed by supervisor to change plans, or if other extenuating 
circumstances arise.  Increased or extra charges incurred due to the employee’s 
negligence will be considered a personal expense of that employee and shall not be 
reimbursed.   

 
Meals.  
 

A. Meal expenses are reimbursable for travel requiring overnight lodging.  Meal reimbursement is 
allowed when lodging is listed as “gratis” or “no charge.”  

 
B. Meal expense reimbursement is based on the temporary duty location and is not to exceed the 

maximum per diem established by the GSA.  Alcohol and entertainment expenses are specifically 
excluded.   

  
C. No reimbursement for meals will be honored when meals are offered through the conference the 

employee is attending. 
 

D. If a meal(s) is provided gratis or included within a registration fee, the per diem rate must be 
reduced by the appropriate amount.    
 

E. On the first and last day of travel of an overnight trip when no meals are provided, the maximum 
allowable reimbursement is based on 75% of the GSA per diem rate for the specific city. 
Departure or arrival times are not considered. 

 
F. Receipts are not required for reimbursement, but partial reimbursements will be calculated 

following the GSA per diem meal breakdown.  
 

Lodging.  
 

A. Reimbursement for lodging shall include the actual expense for overnight accommodations and 
all applicable taxes and surcharges.  A receipt must accompany the reimbursement form.  

 
B. Reimbursement for a single occupancy shall be at the least expensive single-room rate available.  

 
C. The lodging facility location should be as convenient as possible to the location where business is 

being conducted.   
 

D. Charges incurred due to the failure of the employee to timely cancel the facility will be considered 
the personal expense of the employee and not eligible for reimbursement. 

 
E. Overnight lodging costs will be limited to time required for meetings. Any extended stay, either 

prior to or after a meeting will be the sole responsibility of the employee. 
 

F. Exceptions to overnight lodging regulations may include the presence of/or anticipated inclement 



 

 

weather conditions or other situations as approved by the superintendent or designee. 

 
Registration. 
 

A. Fees or charges for attendance at conferences, meetings, seminars, or workshops are 
reimbursable.  Reimbursement for a registration fee is allowable if a receipt supports the cost 
for the amount paid.   

 
B. Professional and organizational fees are reimbursed according to allowable expenses in State 

code.  
 
Other expenses. 
 

A. Toll fees, taxi and Uber fares, shuttle fees, baggage fees, and parking fees are reimbursable 
with receipts.  Other expenses deemed appropriate and approved by the Superintendent or 
designee will be reimbursed with receipts.  

 
B. When a non-employee accompanies an employee on official business, Braxton County 

Schools shall in no way be responsible or liable for any expenses of the non-employee.  
 

C. Employees are responsible for any fees associated with parking and traffic violations.  


