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��
Purpose��

��
The��intent��of��the��travel��guidelines��is��to��ensure��an��employee��is��properly��reimbursed��for��
reasonable��travel��costs��related��to��business��travel,��and��that��payment��is��fair,��equitable,��and��
efficient��for��both��the��employee��and��the��district.��These��guidelines��apply��to��all��travel��expenses��
regardless��ofis��required��with��travel��reimbursements.����

�x Any��extraordinary��circumstance��or��variation��from��travel

��policies��and��procedures��must��have��
written��approval��from��the��manager��of��the��budget��under��which��they��are��traveling.��

�x General��Services��Administration��(GSA)��establishes��the��per��diem��rate��for��destinations��within��
the��Continental��United��States��(CONUS).��Per��diem��rates��for��destinations��are��listed��on��the��
GSA��website��at��http://www.gsa.gov/perdiem.��

�x It��is��the��responsibility��of��the��department��or��school��site��to��ensure��that��adequate��funds��are��
budgeted��and��available��for��their��travel��request(s).������
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Travel��
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Per��Diem���r��Meals��and��
Incidental��Expenses��

Per��diem��is��an��allowance��for��meals��and��incidental
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References�� �x Board��Policy,��BP��3350��Travel��Expenses����
�x U.S.��General��Services��Administration��(GSA)��

��
Form��Reference��–��
Accounting����

�x Travel��Request��Form��(ACC�rF014)��
�x Travel��Advance��Payrm


