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MANAGEMENT SUPPORT

Reimbursement for Travel Expenses

Travel Request

Travel requests must be preapproved by the staff member's supervisor prior to submission to

the budget administrator. Out-of-state travel must be preapproved by the superintendent. The
Board encourages the use of technological solutions, where appropriate, to minimize the cost
of the travel.

The travel request must show meals, lodging, transportation, registration and any other
estimated expenses for which will be requested upon completion of travel and the budget
category to which reimbursement is to be charged.

Reimbursement for In-District Mileage and Expenses

School personnel, who are required to use their personal automobiles for travel within the
district, shall be reimbursed at the mileage rate as defined by the federal reimbursement rate.
The following rules apply for reimbursement:

A. Reimbursement for employees who must use their personal vehicle for school
business will be at the federal reimbursement rate per mile.

B. Employees must track miles by utilizing the in-district mileage chart. Travel to or
from home will not be reimbursed. Persons traveling to other places in town must
report actual miles traveled.

C. When submitting a claim, it is to be signed by the supervisor and budget
administrator before sending it to the Fiscal Services Office for processing.

D. Travel claims should be submitted on a monthly basis using the Claim of In-District
Travel Form (6213.1F). The claim form must show each point of departure and
destination. Claims for reimbursement will only be honored during the same fiscal
year (September 1 — August 31) mileage was utilized.

Reimbursement for Out-of-District Travel and Expenses
School personnel who find it necessary, as part of their jobs, to travel out-of-district shall be
reimbursed for expenses in accordance with the following procedures.
A. All personnel who travel out of district for professional reasons must enter their
request into the employee attendance/substitute placement system and receive
approval from their supervisor and the superintendent.

Conference itineraries, meeting agendas, and/or registration forms, must be submitted
with payment requests and reimbursement requests to substantiate reimbursable
expenses.

B. A reimbursement request must be approved by the employee’s supervisor and budget
administrator.



Pullman School District Administrative Procedure 6213P
Page 2 of 4

C. Before sending a reimbursement request form to the Fiscal Services Office, budget
account codes must be included. In special circumstances, the district and employee
may enter into an agreement where the district will partially cover expenses.

D. The total amount to be reimbursed to the employee is to be reported on the Travel
Expense Claim Voucher (6213.3F).

E. Meal Reimbursement Amounts

Meals will only be reimbursed if claimed while in travel status, or when a meeting,
study session, training session, or hearing continues through normal mealtime hours,
the meal is provided at the meeting site, and the meal will facilitate the continuance
of the session with minimum disruption.

Travel status is defined as either approved overnight travel or when an employee is
out of the district 12 hours or longer, as approved by the employee’s supervisor. Meal
reimbursements for out of district overnight travel will be based on the district per-
diem rate, which is determined using the US General Services Administration Meals
& Incidentals rate for the current calendar year, using the Spokane rate. Meal
reimbursement for non-overnight stay while in travel status will be reimbursed using
the itemized detailed meal receipt not to exceed the per diem rate.

1. Reimbursements for meals will be honored by the number of meals
qualified for in any one day. Breakfast reimbursement is allowed when
departure from Pullman is required before 6:00 a.m. Dinner
reimbursement is allowed if returning to Pullman is not possible before
7:00 p.m. Reasonable reimbursement considerations will be applied.

2. A meal reimbursement receipt is not required if there is an overnight
stay. A detailed receipt is required for non-overnight travel status.

F. Hotel and Motel Expenses: Individual receipts are required from each staff member
who obtains reimbursement from the district. When two or more people share a
room, the room will be registered to all of the occupants. Each person will obtain and
pay a bill for the share of the room charge when possible. If the hotel or motel will
not provide that service, the person paying the bill and requesting reimbursement will
note on the receipt all other staff members who shared the room. Hotel or motel
charges are not to be billed directly to the district. Internet expenses are reimbursable.
Hotel/motel receipts are required with the Travel Expense Claim Voucher Form
(6213.3).

G. Travel Expenses: Reimbursement or payment will be made for transportation. Air
fare, bus tickets, and /or local transportation receipts must be included with the
Travel Expense Claim Voucher (621.3F) when requesting reimbursement.

1. A Purchase Order may be issued for airfare or other forms of
transportation —as approved by the employee’s supervisor.

2. Reimbursement will be made from point to point for out-of-district travel
according to the mileage chart, at the prevailing federal reimbursement
rate per mile, if a private vehicle is used.
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3. If multiple participants are out for the same professional reason, district
transportation will be provided, or an individual of the group may elect
to use their personal vehicle to drive the remaining group. If a group
member elects to drive their personal vehicle, they are eligible for
mileage reimbursement, but they assume liability for all passengers. If a
participant chooses to use their own personal vehicle to drive their self,
they become ineligible for mileage reimbursement. Reasonable
reimbursement considerations will be applied.

4. Mileage to and from motels and conference facilities, or other required
official travel after arriving at the primary destination, is to be reported
with total mileage claimed.

Registration expenses will be paid or reimbursed. The registration form and a
requisition for registration are to be sent to the Fiscal Services Office. Receipts must
be obtained and submitted with the Travel Expense Claim Voucher (5341.3F) when
requesting reimbursement.

Other unusual expenses such as bridge tolls, parking, etc., may be reimbursed,
provided receipts and/or appropriate explanatory documentation is provided and
included in the Travel Expense Claim Voucher (5341.3F). Gratuities associated with
meals are included in the daily meal per-diem rate.

Travel Expense Claim Voucher Timeline
Travel Expense Claim Vouchers must be submitted in full within ten (10) working days upon

return.

3.1 The supervisor, budget administrator, and superintendent/designee is to approve the

request.

3.2 Together, with all receipts attached, the Travel Expense Claim Voucher (6213.3F) is

to be sent to the Fiscal Services Office which will process the claim and make
appropriate reimbursements.

Non-reimbursable Expenses
The following expenses are not reimbursable:

A

B.

C.

Alcoholic beverages, meals or snacks other than regular meals;

Personal telephone calls, postage, and memberships;

Mileage to and from home;

Mileage for school levy promotions and other nonofficial school functions;
Entertainment;

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;

Expenses incurred by non-employees traveling with the staff member, including
room surcharges.
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Credit Card Use and Procurement Card Use: The use of district credit cards/procurement

cards must be used in accordance with policy 6213, procedures 6213P, and the District
Procurement Card Manual.
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