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Policy Title:  Professional Meetings and Expenses 
 
The Board of Education will not consider reimbursement for expenses for any school employee other than 
the building principals and the superintendent for any trip made for inservice training, workshop, coaching 
clinic, convention or similar meeting or observation, unless permission has been given for such a trip and 
an estimate of expenditures approved in advance on the form, APPLICATION FOR APPROVED 
TRAVEL FOR INSERVICE TRAINING, by the Board of Education or superintendent. 
 
Teachers or employees are expected to make request at least one month in advance to the board or 
superintendent for approval.  The board or superintendent may request a written or verbal report on the 
inservice at a board meeting. 
 
Costs associate for approval include, but are not limited to:  fee registration, lodging, transportation if 
school vehicle is not available, substitute teacher pay, and meals. 
 
Prior to reimbursement of actual and necessary expenses, the employee must provide the school district 
with a detailed receipt, indicating the date, purpose and nature of the expense for each claim item.  In 
exceptional circumstances, the superintendent may allow a claim without proper receipt.  Written 
documentation explaining the exceptional circumstances is maintained as part of the school district’s record 
of the claim. 
 
Failure to have a detailed receipt will make the expense a personal expense.  Personal expenses, including 
mileage, in excess of that required for the trip are reimbursed by the employee to the school district no later 
than 10 working days following the date of the expense. 
 
Reimbursement for actual and necessary expenses for travel outside the school district will be limited to the 
pre-approved expenses.  Pre-approved expenses for registration are limited to the actual cost of the 
registration. 
 
Pre-approved expenses for transportation within three hundred miles of the school district’s administrative 
office will be automobile.  If a school district’s vehicle is not available, the employee will be reimbursed 33 
cents per mile.  Pre-approved expenses for transportation outside of the three hundred miles of the school 
district’s administrative office may be by public carrier.  Reimbursement for air travel will be at the tourist 
class fares.  Should an employee choose to travel by automobile, reimbursement will be limited to the 
public carrier amount.  Pre-approved expenses for meals are limited to $30 per day, not to exceed $6 for 
breakfast, $9 for lunch and $15 for dinner. 
 
Only one meeting per teacher will be paid out of the general fund per school year unless approved by the 
superintendent. 
 
The superintendent may approve trips involving seven hundred fifty dollars ($750) or less and not more 
than two days absence from classes.  No payment will be made above actual expenses and ordinarily none 
above estimates filed. 
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