Expense Reimbursement Procedures

While the District will reimburse expenses incurred by employees as part of their duties this is still considered a Purchase and must have pre-approval including a Purchase Order prior to incurring the expense. See Purchasing Procedures for the appropriate Purchasing Process.

Expenses must be detailed on the appropriate expense form and accompanied by receipts should be submitted the Assistant to the Treasurer for payment. The accompanying Purchase Order or at a minimum PO Number should accompany the form and request for payment.  Generally speaking expenses not accompanied by receipts will not be reimbursed. The Treasurer, at his/her, discretion may waive the receipt requirement if exceptional circumstances exist. Reimbursement will be made in accordance with Board Policy.

When personal vehicles are used the appropriate form showing the miles driven and purpose of the trip needs to be submitted. Again, this is considered a Purchase and must have the appropriate prior approval and Purchase Order. If a dispute exists over mileage then Map Quest shall be the determining factor. Trips from home to school shall not be reimbursed. A trip from home to another location will be reimbursed at the lesser of the distance from home to the location or school to the location.

Meals during a normal work day are not subject to reimbursement unless they are part of a meeting.

The Treasurer is the final arbitrator as to what is a reasonable amount to be spent on any given submitted expense.

