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Reimbursement for Travel Expenses 
 
Reimbursable Expenses: 

Lodging  Reasonable Rates Itemized receipt required 
Meals Median Rate (OFM WA State) Per diem – no receipt required 
Airline, train, bus fare Economy/Coach Rate Cancelled ticket serves as receipt 
Taxi, parking, toll To or from airport, at Motel / Conference site Receipt required 

 
Mileage-Personal Car 

Daily commute is a personal obligation of the employee and not reimbursable by the District.  Employees may be 
reimbursed for miles driven between business-related destinations. 
 
Inside the District- Reimbursement allowed only when approved in advance by the staff member's supervisor.  When 
travel is a necessary part of performing one's work, the staff member may receive blanket approval for the year. 

A mileage report is to be submitted each month for reimbursement of daily mileage in a personal vehicle. The report 
must show each point of departure and destination and be approved by program/department supervisor.  Mileage 
claims will only be honored during the fiscal year that the event took place and must be submitted within 30 days of 
the event.   Reimbursement shall be at the IRS rate which is adjusted annually. 
 

Reimbursement for overnight travel outside the ESD 189 allowed only in connection with an approved travel 
authorization form. When more than one person is attending the same meeting/conference carpooling is expected.  
For larger groups, District vans are to be used, if available, before reimbursement for multiple private vehicles will 
be approved. Reimbursement shall be at the IRS rate adjusted annually. 
 
Hotel and Motel Expenses 
Require either a purchase order or may be reimbursed on a travel expense claim. In either case, the actual receipts 
are required and are to be submitted to the Accounting Department. If two or more persons share a room, the 
individual whose name appears on the receipt is responsible for submitting either receipt for the purchase order 
support or as a part of the reimbursement claim. 
 
Airline Tickets 

Airline tickets (coach rate) may be charged to the District through a local travel agency for any approved travel with 
the approved purchase order number listed on the billing or online purchase. 
 
Meals/Incidentals (Outside-of- ESD 189) 

No meal allowance is provided for day travel (with the exception of bus drivers authorized to drive students to 
activities or events. A dinner allowance will be reimbursed at the per diem rate, provided the return time is after 
7:00 p.m. and will be considered taxable compensation).  Meals will be reimbursed per individual on travel status on 
a per-diem basis when traveling overnight.  No breakfast allowance is provided on the departure date.  Dinner 
allowance is not provided on the return date unless the return is after 7:00 p.m.  Meals may not be claimed when 
provided by, and included in, a conference registration fee.  The per-diem allowance is inclusive of applicable taxes 
and gratuities (gratuities limited to 15% of the meal cost).  Per Diem rate is established by the median rate for 
Washington State (OFM), which is to be adjusted annually. 
 
Non-reimbursable Expenses:  The following expenses are not reimbursable. 

1) Alcoholic beverages, meals or snacks other than regular meals. 
2) Personal telephone calls, postage, and memberships. 
3) Mileage between residence and worksite. 
4) Mileage for school levy promotions and other nonofficial school functions. 
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5) Entertainment, including movie rental and television charges. 
6) Expenses for travel extending beyond the time required for the meeting or business, unless it is in the 

District’s financial interest to extend the travel over a Saturday night or such other rate advantages. 
7) Expenses incurred by non-employees traveling with the staff member, including room surcharges. 

Reference: 

RCW 28A.310.160 
RCW 28A.310.220 

RCW 28A.320.050 
RCW 42.24.090 

RCW 43.03.050 
RCW 43.03.060 

State Auditor Bul. #301-III (D) 
OFM Regulations/Guidelines 
 
 
 
 

 
 
 

 
 
 

 
Date: 11.14.13; 10.24.16; 12.1.16; 10.2.18 

 


