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TRAVEL AND EXPENSES

It is the policy of the board of education that official school travel for board members must be approved in advance by the board and travel for employees will be approved in advance by the building adminis​trator or the superintendent.    
The school will reimburse reasonable costs, subject to the availability of funds, for approved and documented travel.  Lodging expenses will be reimbursed at actual cost for a single occupancy room.
Documented meal costs will be reimbursed as follows:

No meal expenses will be allowed unless the trip involves an overnight stay, except as follows:

1. $6.25 (no receipt necessary) will be paid through payroll if the trip involves over three (3) but less than six (6) hours away from school, or

2. $12.50 (no receipt necessary) will be paid through payroll if the trip involves more than six (6) hours away from school

The actual cost of a meal will e reimbursed outside payroll provided:

1. A receipt is attached,

2. The price is reasonable, and

3. The meal is related to an approved overnight trip.

Expenses for registration, parking, toll charges, and similar expenses will be reimbursed when documented by receipts or notarized affidavits.

School vehicles, when available, may be used for official business only.  Private vehicles may be used when school vehicles are not available.  Mileage expense will be reimbursed at the current IRS approved rate per mile when a school gasoline credit card is not used.
Claim forms for travel expenses are available in the building administrator's office.  The forms will be completed and approved in the respective building and hand-delivered to the business office for payment.
REFERENCE:
70 O.S. §5-117


2 C.F.R. 200.432 and 200.474
