
 

REGULATION GCI-R 
 

School Business and Professional Development  
Expense Reimbursement Procedures 

During the normal course of business activity an employee may incur expenses 
related to school business that should be reimbursed. When incurring a 
reimbursable expense on behalf of the District, the employee is responsible for 
requesting the reimbursement, which must be properly documented, authorized by 
District Business Office, and submitted in a timely manner. 

This regulation provides the requirements for the reimbursement approval process 
for all District employees’ expenses related to District business, including without 
limitation professional development opportunities, business meetings, travel and 
mileage, meals, and lodging.  The District will fund or reimburse only those expenses 
incurred in connection with District business that are appropriately documented by 
the employee and properly approved in advance in accordance with these 
procedures. 

Compliance with the District’s reimbursement procedures is the responsibility of 
individual employees requesting funds or reimbursement for District business.  The 
District’s Business Office will oversee employees’ compliance with these procedures.  
Employees requesting reimbursement should be aware that federal and state 
government agencies and other observers, including the District’s taxpayers, may 
perceive certain expenditures as either excessive or inappropriate.  Expenses that 
have the appearance of impropriety should be avoided. 

Reimbursable Expenses 

The following reimbursement requirements apply to expenses incurred away from 
home, as well as other necessary and essential travel and business expenses 
incurred locally. 

1. Reimbursable Expenses.  The District will pay for business travel and meal 
expenses that are reasonable, appropriately documented, and properly 
authorized.  This may include the following: (a) registration fees for an event 
or conference; (b) airfare; (c) ground transportation; (d) lodging; (e) meals 
as part of travel or related to District business; (f) personal mileage; and (g) 
parking and tolls.  

a. Reasonable Expenses.  Reasonable expenses are those that are neither 
lavish nor extravagant and are directly related to District business.  
Assuming a reasonable level of comfort and convenience, employees 



must make every effort to keep reimbursable expenses to a minimum.  
To this end, employees must use standard, reasonably priced 
accommodations and transportation.   

b. Lodging. The District will reimburse lodging expenses on an actual 
cost basis not to exceed the per diem limits set by the U.S. General 
Service Administration.  Those limits vary by travel destination and 
should be consulted in advance of booking any lodging.  The limits can 
be found at http://www.gsa.gov/portal/content/104877.  

c. Meals and Incidentals.  The District will reimburse reasonable meal 
and incidental expenses based on the per diem rates set by the U.S. 
General Services Administration.  These per diem rates should be 
consulted in advance of travel and can be found at 
http://www.gsa.gov/portal/content/104877. 

i. Limits for Non-Executive Faculty and Staff.  The District will 
reimburse the per diem rate for meals and incidentals 
established by the U.S. General Services Administration.   

ii. Limits for Executive Staff.  At the executive staff employee’s 
election, the District will reimburse either (a) the per diem rate 
for meals and incidentals established by the U.S. General 
Services Administration; or (b) if traveling with other District 
employees, meal and incidental expenses on an actual cost 
basis not to exceed 200% of the per diem limit set by the U.S. 
General Service Administration, which includes executive staff 
and any other District employee for whom an executive staff 
member incurred a meal expense.  If an executive staff member 
pays for a meal or incidental expense for another District 
employee, only the executive staff member will be reimbursed 
for that expense.  

iii. Exception.  In extraordinary circumstances and on a case-by-
case basis, the limits on reimbursement of meals and 
incidentals may be waived by written approval of the Board 
Chair.  

2. Non-reimbursable Expenses.  All reimbursable expenses must have a business 
purpose.  Employees are responsible for all expenses incurred while 
traveling on behalf of the District if those expenses do not have a business 
purpose.  For example, the District will not pay for the following expenses: 
(a) airline seating upgrades above coach; (b) travel insurance; (c) 
cancellation or change fees absent prior approval of the Superintendent; (d) 
alcohol; (e) hotel recreational activities or room video rentals; (f) expenses 
related to vacation or personal days taken before, during, or after a District 
business trip; (g) personal expenditures, such as child care or personal 
entertainment; (h) expenditures for family members, including spouses and 
partners; (i) any expense that has been or will be reimbursed from any 
funding source other than the District; (j) any expense, such as a meal, that 
was otherwise included in a reimbursable conference registration fee.   

3. Personal Expenses.  The District will not reimburse employees for expenses 
that are inherently personal in nature, such as a child care, personal 

http://www.gsa.gov/portal/content/104877
http://www.gsa.gov/portal/content/104877


recreation, and personal entertainment.  The District will not reimburse 
expenses related to an employee’s family member, partner, or spouse who 
accompanies a District employee on District business. 

Procedures for Approval and Payment of Reimbursable Expenses 

The following procedures govern approval and payment of expenses incurred by 
District employees for District business. 

4. Pre-approval Required.  Prior to incurring any District business-related 
expenses, including professional development or conference-related 
expenses, an employee must receive prior approval from either the 
Superintendent or his or her designee or, if relevant, the Professional 
Development Committee.   

5. Actual Receipts Required.  Original itemized receipts, credit card charge slips, 
and credit card billing statements are required for all expenses reimbursed 
on the basis of actual cost.  This includes all expenses except for meal and 
incidental expenses incurred by non-executive faculty and staff, which will be 
reimbursed based on the per diem rates established by the U.S. General 
Service Administration as detailed above.  Absent original itemized receipts, 
credit card charge slips or billing statements alone are not acceptable 
documentation. 

6. Mileage Rate Reimbursement.  When use of a personal automobile is 
necessary, the District will calculate the expense to the employee using the 
U.S. Internal Revenue Service standard mileage rates.  Mileage 
reimbursement will be approved solely for (a) travel outside of school hours 
or beyond regular commuting during a normal work day; and (b) travel in 
lieu of commuting to work on a normal work day to the extent the travel 
exceeded the employee’s normal commute (i.e., miles traveled in excess of 
the employee’s normal commute).  An employee must report mileage 
accurately with supporting documentation (e.g., data from Google Maps or a 
similar service).  Any employee opting to use a personal automobile to travel 
to or from District business must carry adequate insurance.   

7. Proof of Attendance Required.  Proof of attendance or completion, such as a 
certificate of completion or transcript, must be submitted with any 
reimbursement request related to an employee’s attendance at a conference 
or professional development activity. 

8. Timely Submission.  Employees must submit any request for reimbursement 
within thirty (30) days from the date on which the employee incurred the 
expense. 

9. Failure to Comply.  Violations of these procedures may result in expenditures 
not being reimbursed by the District and disciplinary action, up to and 
including termination of employment. 
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