Purpose Theintent of the travel guideliness to ensurean employeeis properlyreimbursedfor

reasonabldravel costsrelatedto businesgravel,andthat paymentis fair, equitable,and

efficientfor both the employeeandthe district. Theseguidelinesapplyto all travel expenses
regardlesofiequiredwith travelreimbursements.
X Anyextraordinarycircumstanceor variationfrom travel

policiesand proceduresmusthave
written approvalfrom the managerof the budgetunderwhichthey aretraveling.

x GeneralServiceAdministration(GSAgstablisheghe per diemrate for destinationswithin
the ContinentalUnited States(CONUSPerdiemratesfor destinationsare listed on the
GSAwebsiteat http://www.gsa.gov/perdiem

It isthe responsibilityof the departmentor schoolsite to ensurethat adequatefundsare
budgetedandavailablefor their travel request(s).
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Travel
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PerDiem Mealsand Perdiemis anallowancefor mealsandincidental
Incidental Expenses
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References x BoardPolicy,BP3350TravelExpenses
x U.S.GeneralServiceAdministration(GSA)

FormReference- x TravelRequesfForm(ACOF014)
Accounting x TravelAdvancePayrm
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