
Board Policy No. 4012:

t.
Board Policies Coverins All Emolovees

REIMBURSEMENT OF EMPLOYEE TRAVEL EXPENSES

Superintendent is authorized to reimburse employees for necessary and actual expenses for lravel
approved in advance by the Superintendent or designee, according to the provisions of this policy and
regulations developed by the Superintendent and approved by the School Board.

The Purpose for a Travel Reimbursement is to reimburse staff members for actual and necessary
expenses incurred while traveling on official business for the Meadows Union School District (MUSD).

A. Forms and Approval for Travel Reimbursements
1. Request to Attend (RTA) forms must be completed and approved in advance for all

meetings, formal and informal.
2. The employee must supply specific information regarding the request (i.e. meeting

notice such as a flyer, conference registration, email notice, memo from Director,
and/or agenda).

3. Requests are to be submitted to the immediate supervisor and approved by
designated management personnel.

4. A cash advance ol 75o/o of all out of pocket expenses can be requested for all
employees that do not have a MUSD credit card. This is typically for travel beyond
2 days.

5. MUSD credit card can be used to make a purchase airfare.
6. MUSD credit card can be used for travel expenses for other employees as long as

the cardholder is traveling on the same trip.
7. Reimbursement claims should be completed promptly after the trip has occuned.

All supportive documents/receipts must be attached and submitted with the
finalized RTA.

8. Travel expense claims shall be submitted to the business office within (5) days of
return, or the claim will be subject to disqualification for reimbursement. Late claims
will only be paid upon approval of Superintendent.

9. All receipts for expenses incuned must be submitted with the finalized RTA.
'10. lf additional reimbursements are found after the original reimbursement is paid, the

addition must be approved by a Superintendent.
11. lf there are no expenses to be reimbursed, the employee must complete that RTA.

This is to notify the business office acknowledging that no expenses were incuned

during the trip and the employee claims zero.

12. For errors found afier a RTA has been submitted for reimbursement, the business

office will require the employee to initial any changes

13. lf the trip is cancelled, the employee neds to sign the actual side of the RTA

showing all fees that are not reimbursable.
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B. tleals and Per{iems
1. Federal guidelines for meals will be used as a guide for reimbursement.
2. Reimbursement is on a per-diem basis cunently at $64 for meals and incidentals.

a. lncidentals are included in the per-diem. They are defined by Federal
guidelines to include laundry, dry cleaning, fees for services. All costs
associated with transportation (i.e. shuftles, taxis, parking) are reimbursable
on a substantiation basis (i.e. receipts required -this is in addition to the per-

diem -not part of it).
3. The per{iem amount is $16.00 for breakfast, $18.00 for lunch and $30.00 for

dinner.
4. When a meal is included as part of the registratlon, the per-diem coverage shall not

be reimbursed, provided that the registration was paid by MUSD.
5. For same day travel or when an ovemight stay is not required, meal receipts must

be submitted by the employee to receive reimbursement for qualified meals. The
employee will be reimbursed the amount of the receipt, not to exceed the allowable
per-diem rate per meal.

6. Only the employee can claim their individual meals on their RTA. You cannot be
reimbursed for a co-worke/s meal.

7. Reimbursement for alcoholic beverages will not be allowed.
Departure times and perdiem rcimbursements
a. Breakfast is reimbursable if the employee departs on or before 6 a.m.
b. Lunch is reimbursable if the employee departs on or before 12:00 p.m.

c. Dinner is reimbursable if the employee departs on or before 6 p.m.

Arrival times and perdiem reimbursements
a. Breakfast is reimbursable if the employee anives on or afier 6 a.m.

b. Lunch is reimbursable if the employee anives on or after '12:00 p.m.

c. Dinner is reimbursable if the employee anives on or after 6 p.m.

C. Mileage
1. Minimum liability car insurance and a valid driver's license are required of any

employee authorized to drive his/her own car or rental car for MUSD business. The
certification is done by initialing the insurance/license line on each RTA.

2. MUSD will reimburse mileage on a RTA for the distance which is the lesser of:

MUSD to meeting or other place of departure (ex. home) to meeting.

D. Out of State Travel
1 . Out-of-state travel requests must be approved, in advance' by the School Board.

2. No travel anangements are allowed to be made until the board has approved the

travel.
3. An amended approval will be required if travel expenses exceed the original

approved amount. For this reason, please include a not to exceed amount to cover

all unexpected exPenses.

Board Approved:


