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REIMBURSEMENT FOR TRAVEL EXPENSES 

 

Prior Approval Required 

A travel request form (PRIOR APPROVAL OF TRAVEL & EXPENSE CLAIM FOR STAFF) must be approved and 
signed by the requesting employee’s supervisor prior to submission to the Superintendent. Travel 
reimbursements not submitted and approved by the Superintendent in advance, will not be eligible for 
reimbursement. Approval of travel requests must be completed prior to expenditure of any District funds, 
including expenditure by means of a District purchase card. 

The travel request must show all estimated expenses for which reimbursement shall be requested upon 
completion, including meals, lodging, transportation, registration, and any other anticipated reimbursable 
expense, as well as non-reimbursable expense for any required substitutes. If transportation is by 
personal vehicle, mileage shall be calculated using the OISD mileage chart. Mileage is calculated 
between the District campus and the primary destination only. 

The travel request must also include the budget code to which the reimbursement is to be charged.  When 
approving travel requests that are paid entirely, or in part, by any grant funds, the supervisor/administrator 
will verify that there are sufficient funds in the grant budget to cover the indicated costs, prior to approval. 

Reimbursement of Claims 

To claim reimbursement of travel expenses, the lower portion of the travel form must be completed and 
signed by the employee, submitted to his/her supervisor for approval, then returned to the business office. 

Claims must be made within 30 days of the employee’s return from travel. Reimbursements will be 
generated using the travel request form and paid through the regular accounts payable process. 
Reimbursements may take three weeks or more to process, depending on when the request is submitted. 

Incomplete forms or forms not submitted in a timely manner may not be processed for reimbursement. 

 

Allowable Travel Expenses and Limitations 

Lodging: Actual expense at reasonable rates when necessary for the completion of District business. 
Receipts are required for all lodging expenses. 

Meals: Breakfast - $10. Breakfast expense will not be reimbursed on the day of departure. 

 Lunch - $12. Lunch expense will be reimbursed for off-island travel that, by necessity, precludes 
a normal mealtime before departure or after return. 

 Dinner - $18. Dinner expense will be reimbursed for off-island travel when, by necessity of 
District business, the ferry sailing is: 5 PM or earlier on departure, or 7PM or later on return. Dinner 
expense will not be reimbursed on the day of departure unless there is required District business activity 
at the destination on the same (travel) day.  
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There will be no reimbursement for meal expense at times that a meal is available as part of the 
conference, training, or other event for which the travel was required. 

Incidentals: Incidental travel expense (parking, tolls, etc.) will be reimbursed at actual cost, provided that 
itemized receipts are submitted with the request. Employees are expected to avoid elective expense that 
does not directly serve the purposes of District business (e.g. valet parking when lot parking is available) 
when there is a viable and less expensive alternative. 

Mileage: Reimbursement for personal vehicle expense will be made at the IRS mileage rate in effect at 
the time of travel. Mileage will be based on the OISD mileage chart distance for the round-trip only 
between the District campus and destination city, not based on the vehicle’s odometer readings. 

Non-reimbursable Expenses 

You will not be reimbursed for the following: 

Alcoholic beverages, meals or snacks other than regular meals, mileage for any purpose other than 
official school business, entertainment, travel extending beyond the time required for the completion of 
school business, expenses incurred by non-employees traveling with the staff member (including room 
surcharges), or mileage to and from home. 

 






