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The Board of Education shall ensure the effective efficient use of funds by adopting
and implementing policies and procedures thatrasecordance with N.J.S.A. 18A:11-12
and State of New Jersey Department of the Trea8iffice of Management and Budget
(NJOMB) Circulars 08-19-OMB and 06-14-OMB (OMB Qitars) and any superseding
circulars pertaining to travel, meals, events amerainment, and the additional
requirements set forth in N.J.A.C. 6A:23A-7. If agyperseding circulars of the Office of
Management and Budget conflict with the provisiohsl.J.A.C. 6A:23A-7, the
provisions of the superseding circulars shall gover

A. Definitions

1. For the purposes of this Policy, "travel expames" means those costs paid by the
school district using local, State, or Federal &ynghether directly by the school
district or by employee reimbursement, for trawekbhool district employees and
district Board of Education members, to the follogrfive types of travel events:

a. Training and seminars - means all regularly doleel, formal residential or
non-residential training functions conducted abteh motel, convention

center, residential facility, or at any educatioingtitution or facility;

b. Conventions and conferences - means generalgmsg sponsored by

professional associations on a regular basis, wdmichiess subjects of

particular interest to a school district or areamed to conduct association

business. The primary purpose of employee atterdanconferences and

conventions is the development of new skills anoMdedge or the

reinforcement of those skills and knowledge in dipalar field related to

school district operations. These are distinct fformal staff training and

seminars, although some training may take plasectt events;

c. School district sponsored events - means camfess conventions,

receptions, or special meetings where the schatidiplans, develops,

implements, and coordinates the event and is teetsvprimary financial

backer. School district employees are actively med in working the event

and other employees may attend as participants;

d. Regular school district business - means alllsggfficial business travel,

including attendance at meetings, conferencesaapather gatherings which

are not covered by the definitions included irba.and c. above. Regular

school district business travel also includes at@ce at regularly scheduled

in-State county meetings and Department of Educapmnsored or

association sponsored events provided free of ehang regularly scheduled

in-State professional development activities witlegistration fee that does

not exceed $150 per employee or Board member. Biggjrin 2009-2010

the $150 limit per employee or Board member magdjasted by inflation;

and



Finances
6471. SCHOOL DISTRICT TRAVEL (M)
Page 2 of 16

e. Retreats - means meetings with school distnigtleyees and school Board
members, at which organizational goals and objestare discussed.

B. School District Travel Expenses

1. Any sections in either the State or Federal@ars that conflict with New Jersey
school law (N.J.S.A. 18A:1-1 et seq.) shall notrimuded in this Policy nor
authorized under N.J.A.C. 6A:23A-7.1 et seg. Thidudes, but is not limited to, the
authority to issue travel charge cards as allowetkuthe State Circular, but not
authorized for school districts under New Jerséwestlaw.

2. School district travel expenditures shall ingudut are not limited to, all costs for
transportation, meals, lodging, and registrationanference fees directly related to
participation in the event.

3. School district travel expenditures in accordawih this Policy and N.J.A.C.
6A:23-7.1 et seq. shall include costs for all regditraining and all travel authorized
in school district employee contracts and scho@rBgolicies. This includes, but is
not limited to, required professional developmeititer staff training and required
training for Board members, and attendance at 8pecinferences authorized in
existing employee contracts, provided that sucketraneets the requirements of
N.J.A.C. 6A:23-7.1 et seq.

4. All such expenditures are subject to the requénets of N.J.A.C. 6A:23-7.1 et seg.,
including but not limited to, inclusion in the arataravel limit, prior Board approval,
separate tracking, and per diem reimbursements.

C. School District Travel Requirements

I. All travel by Board of Education employees anobBl members must be
educationally necessary and fiscally prudent ahsichlool district travel expenditures
shall be:

a. Directly related to and within the scope of ¢neployee's or Board member's
current responsibilities and, for school distaotployees, the school district's
professional development plan, the school builgirgfessional development

plan, and an employee's individual professionaktigyment plan;

b. For travel that is critical to the instructibn@eds of the school district or
furthers the efficient operation of the school iit$t and

c. In compliance with State travel payment guidssias established by the
Department of the Treasury and with guidelinesteistaed by the Federal

Of6ce of Management and Budget; except those goatethat conflict with

the provisions of Title 18A of the New Jersey Stasushall not be applicable,
including, but not limited to, the authority to isstravel charge cards. The

Board specifies in this Policy the applicable rietittns and requirements set

forth in the State and Federal guidelines includimg not limited to, types of

travel, methods of transportation, mileage allovearstibsistence allowance,

and submission of supporting documentation inclgdeceipts, checks, or vouchers.
2. Reimbursement for all in-State and out-of-Stesteel shall be made pursuant to
N.J.S.A. 18A:l 1-12. In accordance with the proms of N.J.A.C. 6A:23A-5.9:
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a. Out-of-State travel events shall be limitedh® fewest number of Board
members or affected employees needed to acquirprasdnt the content

offered to all Board members or staff, as applieabt the conclusion of the
event. Where the event is sponsored by a New Jeassd organization and
targeted to employees and/or Board members of Mesey school districts,
reimbursement for lodging may be permitted only rghte sponsoring
organization obtains a waiver pursuant to the mioms of N.J.A.C. 6A:23A-

7.11. Where the event is national or regional mpscand targeted to school
district employees and/or Board members from miglt§iates,

reimbursement for lodging may only be providech# £vent occurs on two or
more consecutive days and where home to event cteremaeeds fifty miles.

b. Where a travel event has a total cost that elec$8,000, regardless of the
number of attendees, or where more than five iddads from the district are

to attend a travel event out-of-State, the schmfidt shall obtain the prior
written approval of the Executive County Superiatant. The Executive

County Superintendent shall promptly review theuesg and render a

decision within ten working days.

c. For all employee and Board member travel eveut®f the country,

regardless of cost or number of attendees, theosdmirict shall obtain the

prior written approval of the Executive County Sapndent. Such requests
must be supported by detailed justification. Thedtrive County

Superintendent shall promptly review the requedtrander a decision within

ten working days. It is expected that approvals belrare.

D. Travel Reimbursements

l. Travel reimbursements will be paid only upon g@diance with all provisions of
N.J.A.C. 6A:23A-7 and the Board's procedures amut@al requirements. The
Board will not ratify or approve payments or reimdements for travel after
completion of the travel event, except as provigeN.J.A.C. 6A:23A-7.4(d).

E. Board Member Voting On School District Travel

I. A Board member shall recuse him/herself fromingbn travel if the Board member,
a member of his/her immediate family, or a busir@ganization in which he/she has
an interest, has a direct or indirect financiabivement that may reasonably be
expected to impair his/her objectivity or indepemtof judgment.

2. A Board member shall not act in his/her offi@apacity in any matter in which
he/she or a member of his/her immediate familydhpsrsonal involvement that is or
creates some benefit to the school official or mendb his/her immediate family; or
undertake any employment or service, whether cosgied or not, which may
reasonably be expected to prejudice his/her indigrere of judgment in the
execution of his/her official duties.

F. Maximum Travel Budget

1. Annually in the prebudget year, the Board sésihblish by Board resolution, a
maximum travel expenditure amount for the budgat yehich the school district
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shall not exceed. The Board resolution shall alstude the maximum amount
established for the prebudget year and the amqemit $0 date.

a. The maximum school district travel expenditureant shall include all

travel supported by local and State funds.

b. The Board may elect to exclude travel expenegsupported by Federal
funds from the maximum travel expenditure amourfeederal funds are
excluded from the established maximum amount, terd@shall include in

the resolution the total amount of travel suppoligdrederal funds from the

prior year, prebudget year, and projected for tindget year.

c. Exclusion of Federal funds from the annual maxmniravel budget does not
exempt such travel from the requirements applicabitate and local funds.

2. The Board of Education, pursuant to the prowmisiof N.J.A.C. 6A:23A-7.3(b),
authorizes an annual maximum amount per employetmrexceed $ 1,500 for
regular business travel only for which prior Boapproval is not required.

a. The annual maximum shall not exceed $1,500 aallllse subject to the
approval requirements in N.J.S.A. 18A:19-|.

b. Regular school district business travel asngéefiin N.J.A.C. 6A:23A-1.2
includes attendance at regularly scheduled in-S@taty meetings and
Department of Education sponsored or associationssped events free of
charge. It also includes regularly scheduled ireSpaofessional development
activities for which the registration fee does exteed $150 per employee or
Board member.

c. Regular school district business travel as ai#ld in this Policy requires
approval of the Superintendent prior to obligating district to pay related
expenses and prior to attendance at the travel.even

(1) The Superintendent shall designate an alteaggteoval authority to

approve travel requests in his/her absence whesssary to obtain

timely Board approval.

(2) Regulation 6471 provides the procedures foiritexnal levels of

approval required prior to Superintendent or destgapproval of the

travel event, as applicable.

G. Travel Approval Procedures

1. All travel requests for employees of the distsicall be approved in writing by the
Superintendent of Schools and approved by a mgjofithe full voting membership
of the Board, except where the Board has excludgdlar business travel from prior
approval pursuant to the provisions of N.J.A.C.Z3%-7.3(b), prior to obligating the
school district to pay related expenses and poi@ttendance at the travel event.
a. The Superintendent shall designate an alteapgdeoval authority to approve
travel requests in his/her absence when necessabtadin timely Board approval.
b. Regulation 6471 provides the procedures foirtteznal levels of approval
required prior to the Superintendent's or desigreggproval of the travel event, as
applicable.
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2. All travel requests for Board members shall negprior approval by a majority of
the full voting membership of the Board, except retthe Board has excluded
regular business travel from prior approval purst@mhe provisions of N.J.A.C.
6A:23A-7.3(b), and the travel shall be in compliamath N.J.S.A. 18A:12-24 and
N.J.S.A. 18A:12-24..

3. The Board may approve, at any time prior toabent, travel for multiple months as
long as the Board approval, as detailed in Boartutes, itemizes the approval by event,
total cost, and number of employees and Board menaigending the event.
General or blanket pre-approval is not authorized.

4. Where occasional unforeseen emergent situaioss wherein a travel request
cannot obtain prior approval of the Board, juséfion shall be included in the text of
the travel request. Such requests shall requice paiitten approval of the
Superintendent or designee and the Executive Cdunpgrintendent or designee.
The Board shall ratify the request at its next lady scheduled meeting. Travel to
conferences, conventions, and symposiums are netdered to be emergencies and
shall not be approved aner the fact.

5. The Board, in accordance with the provisionslgfA.C. 6A:23A-7.4(d) excludes
from the requirements of prior Board approval asayel caused by or subject to
existing contractual provisions, including gramsl @onations, and other statutory
requirements, or Federal regulatory requirements.

a. For the exclusion of prior Board approval tolgpghe required travel event

must be detailed, with number of employee(s), Boaetnber(s), and total

cost in the applicable contract, grant, donatitetuse, or Federal regulation.

(1) This does not include general grant guideloraiegulations that are

permissive but do not require the travel eventessikhe specific travel

event, number of employee(s), Board member(s) atadi ¢ost is

detailed in the approved grant, donation, or oftied acceptance

agreement.

(2) This does not include general contractual iowis in labor

agreements for continuing education or professidaaélopment,

except where the Board has included in its pocgyaximum amount

per employee for regular business travel that do¢sequire prior

Board approval pursuant to N.J.A.C. @8A-7.3.

H. Required Documentation for Travel

I. Neither the Superintendent or designee, noBib&rd shall approve a travel request
unless the written request for travel includesfthiewing information:

a. Name and dates of event;

b. A list of Board members and/or employees tondtigither by name or title;

c. Justification of the importance of these indiats attending the event;

d. Estimated cost associated with travel (if lodgsshared with others, the fact
must be stated);

e. Copy of agenda or itinerary for travel and sgbsat schedule of events;
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f. A brief statement that includes the primary msg for the travel and the key
issues that will be addressed at the event andriéflevance to improving
instruction or the operation of the school district

g. For training events, whether the training isdegkefor a certification required

for continued employment, continuing education rexjuents, requirements

of Federal or State law, or other purpose relateti¢ programs and services
currently being delivered or soon to be implemerettie school district, or

related to school district operations;

h. Account number and funding source - FederateSpaivate, or local; and

i. In the case of annual events, total attendandecast for the previous year.

2. Detailed documentation shall be maintained lenitfi the school district which
demonstrates compliance with the Board's travetpoincluding travel approvals,
reports, and receipts for all school district fuh@xpenditures, as appropriate.

I. Accounting for School District Travel

1. The School Business Administrator/Board Secyatadesignee shall prepare
itemized travel budgets by function and objectxgense for each cost center,
department or location maintained in the schodtidis accounting system, as
applicable, as part of the preparation of and damniation for the annual school
district budget:

a. The aggregate amount of all travel budgets sloalexceed the Board

approved maximum travel expenditure amount foibilneéget year as required

by N.J.A.C. 6A:23A-7.3.

2. The School Business Administrator/Board Secyethall maintain separate
accounting for school district travel expendituassecessary to ensure compliance
with the school district's maximum travel expenditamount. This may include, but
need not be limited to, a separate or offline antiag of such expenditures or
expanding the school district's accounting systeEme. tracking system shall be
sufficient to demonstrate compliance with the B&apwlicy and N.J.A.C. 6A:23-7,
and shall be in a detailed format suitable for audi

3. The School Business Administrator/Board Secyatadesignee, shall review and
approve all requests for travel expenditure reirmborent submitted for expenses
incurred in the course of school district busines$o cost and support documentation
required by N.J.A.C. 6A:23A-7:

a. The School Business Administrator/Board Secyethall not approve or issue
payment of travel expenditures or reimbursemeniests until all required
documentation and information has been submittedipport the payment

and shall not approve any travel expenditure themmadded to already

approved travel expenditures would exceed the Bappdoved maximum

travel expenditure amount for the budget year.

4. The School Business Administrator/Board Secyethall be responsible for the
adequacy of documentation of transactions procdsgéueir staff and the retention
of that documentation to permit audits of theiromels.
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5. An employee of the Board, a Board member, cameation, shall not receive
payment, either partial or full, for travel andve&related expenses in advance of the
travel pursuant to N.J.S.A. 18A:19-1 et seq. Thenment of travel and travel-related
expenses shall be made personally by a schooictlistnployee or Board member
and reimbursed at the conclusion of the travel evins applies to travel-related
purchases for which a purchase order is not aggécahis provision does not
preclude the district from paying the vendor dieetith the proper use of a purchase
order (e.g., for registration, airline tickets, &lpt

J. Sanctionsfor Violations of Travel Requirements

1. Any Board of Education that violates its eststiid maximum travel expenditure as
set forth in N.J.A.C. 6A:23A-7.3, or that otherwisenot in compliance with the
travel limitations set forth in N.J.A.C. 6A:23A-7ay be subject to sanctions by the
Commissioner as authorized pursuant to N.J.S.A:4-28 and N.J.S.A. 18A:4-24,
including reduction of State aid in an amount eqaany excess expenditure
pursuant to N.J.S.A. 18A:11-12 and N.J.S.A. 18A6DF-

2. A person who approves any travel request orlreisement in violation of N.J.A.C.
6A:23A-7 shall be required to reimburse the scltbstrict in an amount equal to
three times the cost associated with attending#eat pursuant to N.J.S.A. 18A:1 I-
12:

a. As required in N.J.A.C. 6A:23A-7.7(b)(l) the Bdalesignates the Superintendent of
Schools as the person with the final approval attghfor travel and therefore shall be
subject to this penalty.

3. An employee or Board member who violates th@gktlistrict's travel policy or
these rules shall be required to reimburse thedahstrict in an amount equal to
three times the cost associated with attendingweat pursuant to N.J.S.A. 18A:l |-
12.

4. In the event it is determined a violation of grevisions of N.J.A.C. 6A:23A-7 has
occurred after Board payment has been made, theri§tgndent of Schools shall be
responsible to ensure the sanctions as outlinddJdm\.C. 6A:23A-7.7 are imposed.

If a violation is determined prior to payment ommbursement of the travel event, no
consequences as outlined in N.J.A.C. 6A:23A-7.7T Sieamposed; however, the
Superintendent may impose disciplinary action aessary.

5. The annual audit conducted pursuant to N.J.83A:23-1 shall include test
procedures to ensure compliance with this Policyteavel limitations set forth in
N.J.A.C. 6A:23A-7 and N.J.S.A. I8A:11-12.

K. Prohibited Travel Reimbursements

1. The following types of expenditures are notiblgfor reimbursement:

a. Subsistence reimbursement for one-day tripgmxXor meals expressly
authorized by and in accordance with the provismfi¥.J.A.C. 6A:23A-

7.12;

b. Subsistence reimbursement for overnight traviglimthe State, except where
authorized by the Commissioner in accordance wighprocedures set forth
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in N.J.A.C. 6A:23A-7.11;

c. Travel by Board members or employees whose slate unrelated to the
purpose of the travel event or who are not requioeattend to meet

continuing education requirements or to comply Wath or regulation;

d. Travel by spouses, civil union partners, donegsirtners, immediate family
members, and other relatives;

e. Costs for employee attendance for coordinatihgrattendees'
accommodations at the travel event;

f. Lunch or refreshments for training sessions r@ckats held within the school
district including in-service days and for employesgticipants traveling from
other locations within the school district;

g. Training to maintain a certification that is meguired as a condition of
employment (example: CPE credits to maintain a G&se if the employee

is not required to be a CPA for continued schoslriit employment);

h. Charges for laundry, valet service, or ententant;

i. Limousine services and chauffeuring costs tdwing the event;

J. Car rentals, either utilized for airport trangjation or transportation at a
conference, convention, etc., unless absolutelgsszny for the conduct of
school district business. Justification must accamypany request for car
rentals. If approved, the most economical scheduircar rental is to be

used, including the use of subcompacts, discouatstispecial rates. An
example of the justified use of car rental is wharemployee is out of State,
making inspections at various locations, and tleeaipublic transportation is
impracticable. When car rental is authorized, tim@leyee shall not be issued
an advance payment for the anticipated expenseiagsd with the rental;

k. Alcoholic beverages;

1. Entertainment costs including amusement, digarsind social activities and
any costs directly associated with such costs (asditkets to shows or

sports events, meals, lodging, rentals, transpontadnd gratuities);

m. Gratuities or tips in excess of those permibigdrederal per diem rates;

n. Reverse telephone charges or third party calls;

0. Hospitality rooms;

p. Souvenirs, memorabilia, promotional items, dsgi

g. Air fare without documentation of quotes fromeatst three airlines and/or
online services; and

r. Other travel expenditures that are unnecessatipaexcessive.

L. Travel Methods

1. For the purposes of this Policy, "transportdtimeans necessary official travel on
railroads, airlines, shuttles, buses, taxicabspalatiistrict-owned or leased vehicles,
and personal vehicles.

2. The purchase or payment of related transpona&ipenses shall be made by
purchase order or personally by a school distrighleyee or Board member and
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reimbursed at the conclusion of the travel eventadtual invoice or receipt for each
purchase or expense shall be submitted with a diaimeimbursement.

3. Pursuant to OMB Circulars, the following trawethods requirements apply:
a. Air and rail tickets shall be purchased vialtiternet, if possible, using
airline or online travel services such as Travéyodxpedia, or Hotwire;
b. Air travel shall only be authorized when detered that it is necessary and
advantageous to conduct school district business:

(I) The most economical air travel should be useduding the use of
discounted and special rates;

(2) The following options should be considered whenking tickets:

(a) Connecting versus nonstop flights;

(b) Departing earlier or later compared to the gmefd departure

time;

(c) Utilizing alternative airports within a citye. Chicago, Illinois

- Midway Airport versus O'Hare Airport;

(d) Utilizing alternative cities, i.e. Newark vessBhiladelphia;

(e) Utilizing "low cost" airlines; and

(f) Exploring alternate arrival and/or departurgsla

(3) No employee or Board member can earn benditsrasult of school
district funded travel. Employees and Board memheggprohibited

from receiving "Frequent Flyer" benefits accruingnh school district
funded travel;

(4) Airfare other than economy (i.e., BusinessiostFClass) shall not be
fully reimbursed by the school district except wiieavel in such

classes:

(a) Is less expensive than economy;

(b) Avoids circuitous routings or excessive flighiration; or

(c) Would result in overall transportation costisgs.

(5) All airfare other than economy and not covdrgdhe above
exceptions purchased by an employee or Board meshiadironly be
reimbursed at the economy rate for the approvetindgion;

(6) Cost estimates on travel requests and assd@atborizations shall be
consistent with current airline tariffs, with codsration of available
special fares or discounts, for the requested rogin;

(7) Airline tickets shall not be booked until a#cessary approvals have
been obtained,

(8) Justification shall be required when actionsaliyaveler result in
additional expenses over and above the authonagdltrequest.
Sufficient justification shall be considered onty factors outside the
control of the purchaser. Additional expenses wittsufficient
justification shall not be reimbursed; and

(9) Justification shall accompany requests forraarticket reimbursement
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when purchased by employees or Board members cpitdréhe

above regulations. Sufficient justification shadl tonsidered only for
factors outside the control of the purchaser. Nama@nt purchases
without sufficient justification shall not be reimtsed.

Reimbursement of purchases with sufficient justificn shall be
otherwise permitted and reimbursed in accordante tive above
procedures.

c. Rail travel shall only be authorized when detegd that it is necessary and
advantageous to conduct school district business:

(1) The most economical scheduling of rail travelsbe utilized,
including excursion and government discounts, whenapplicable;

(2) When one employee or Board member is traveliitigin the
Northeast Corridor, NJ Transit shall be used asah®ption. Use of
Amtrak will not be authorized unless it is the omgans of travel
available;

(3) The use of high speed rail services, such &faishall not be
authorized,;

(4) When two or more employees and/or Board memdrersraveling to
the same event in the Northeast Corridor (betwessidh, MA and
Washington, DC), rail travel shall not be authadizin those cases,

the travelers must use a school district vehiclef oot available, a
personally-owned vehicle must be used; and

(5) All rail travel, including rail travel in the dftheast Corridor must be
processed in the same manner as prescribed fivaa@l above.

d. Use of a school district-owned or leased velsbl@l be the first means of
ground transportation. Use of a personally-ownddcle on a mileage basis
shall not be permitted for official business whargchool district-owned or
leased vehicle is available:

(1) Mileage allowance in lieu of actual expensesafisportation shall be
allowed at the rate authorized by the annual $tpopriations Act,

or a lesser rate at the Board's discretion formapleyee or Board
member traveling by his/her personally-owned vehasi official
business:

(a) In accordance with the OMB circular, if any ddion in an

existing negotiated contract is in conflict witketbircular, such

as the mileage reimbursement rate, the provisigdgheotontract

will prevail;

(b) Parking and toll charges shall be allowed iditoh to mileage
allowance;

(c) Reimbursement for travel to points outsideS$tegte by

automobile shall be permitted when such arrangesraote

to be more efficient and economical than other rmedipublic
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transportation;

(d) In determining the relative costs of private gublic

transportation, all associated costs (i.e., ttdisicabs, airport,

or station transfers, etc.) shall be considered;

(e) All employees and Board members using privad@yed

vehicles in the performance of their duties forsbkool

district shall present a New Jersey Insurance ifieation

Card indicating that insurance coverage is inffuite and

effect with companies approved by the State Depanrtrof

Banking and Insurance. The card shall be madeablaito

the Superintendent or designee before authorizé&ioise

privately-owned vehicles;

() Employees and Board members who are out-oeSt&gidents

must provide appropriate insurance identificatiofieu of the

New Jersey Insurance Identification Card;

(g) School district-owned or leased vehicles sbalutilized in

accordance with N.J.A.C. 6A:23A-6.12;

(h) Necessary taxicab charges are permitted. Howtaasel to

and from airports, downtown areas, and between bhote

event site shall be confined to regularly schedsladttle

service, whenever such service is complimentaiy l@ss

costly. If shuttle service is not available, taxisanay be used;

and

() Cruises are not permitted for travel eventsransportation.

M. Routing of Trave

1. Pursuant to OMB Circulars:

a. All travel shall be by the most direct, econaahiand usually-traveled route.
Travel by other routes as a result of official re=ity shall only be eligible for
payment or reimbursement if satisfactorily estddaddsin advance of such
travel.

b. In any case where a person travels by indimderfor personal convenience,
the extra expense shall be borne by the individual.

c. Reimbursement for expenses shall be based antharges that do not
exceed what would have been incurred by using the& direct, economical,
and usually traveled route.

N. Subsistence Allowance - Overnight Travel

1. Pursuant to the OMB Circulars, one-day trips$ tftanot involve overnight lodging
shall not be eligible for subsistence reimbursemexdept for meals expressly
authorized by and in accordance with the provismfy.J.A.C. 6A:23A-7.12.
2. Pursuant to the OMB Circulars, generally, owginhiravel shall not be eligible for
subsistence reimbursement if travel is within thege&S Overnight travel is permitted
if such travel is authorized pursuant to N.J.A.8:28A-7.1 I(c), or is a required
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component of a grant, donation, or other fundingeament with the district. The
specific required overnight in-State travel evenisirbe detailed in the approved
grant, donation, or other fund acceptance agreealeng with the number of
employee(s), Board member(s), and total cost.eéthbursements are subject to
these rules unless the funding acceptance agreepecifies otherwise.

3. The Commissioner is authorized to grant wait@rsvernight travel for school
Board members and school district employees to@ite State conferences in
accordance with N.J.A.C. 6A:23A-7.11(c). If a wailegranted by the
Commissioner, it shall permit reimbursement fovélaexpenses for only those
individuals whose home to the convention commuteeegs fifty miles.

4. Overnight travel within the State shall not kigikle for subsistence reimbursement
if travel is on the day prior to the start of thenterence. Reimbursement shall be
prohibited for lodging prior to check-in time fdre first day of the event or after
check-out time on the last day of the event.

5. The United States General Services Administngtigblishes a schedule of Federal
per diem rates in the Federal Register for apprawednight travel by the event
location. The latest Federal per diem rates scleeidullodging, meals, and incidental
expenses by location can be found at www.gsa.goe .féllowing restrictions apply
to allowable per diem reimbursements.

a. Allowable per diem reimbursement for lodging atsgeand incidentals shall

be actual reasonable costs, not to exceed the &gmerdiem rates for the

event location. Registration and conference feesiat subject to the Federal

per diem rate caps. If the event location is retet, the maximum per diem
allowance shall be $31 for meal/incidental experses$60 for lodging, or
amounts listed in any superseding NJOMB circular.

b. Pursuant to N.J.S.A. 18A:11-12(0), reimbursenfentodging expenses for
overnight travel, out-of-State or in-State as ati#teal by the Commissioner,

may exceed the Federal per diem rates if the iothe site of the convention,
conference, seminar or meeting, and the goingofatee hotel is in excess of
Federal per diem rates.

(2) If the hotel at the site of the current tragreént is not available,

lodging may be paid for similar accommodations &dta not to

exceed the hotel rate at the site of the curreaniev

(2) If there is no hotel at the site of the curreavel event (e.g. Atlantic

City Convention Center), then reimbursement foglad shall not

exceed the Federal per diem rate.

c. If the meal is not part of a one-sum fee faraael event, reimbursement may
be approved for the full cost of an official contien meal that the employee

or Board member attends, when such meal is schedslan integral part of

the convention or conference proceedings.

(1) Receipts shall be submitted in order to obtaimbursement in such
situations. The amount of the Federal per diemfaatthe
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corresponding meal shall be deducted from thasdaysistence

allowance.

d. The allowance for a meal or meals, or incidensakll not be eligible for
reimbursement when included and paid in the registn fee, the cost of

lodging or transportation charge.

e. Receipts shall be required for all hotel anddieistal expenses.

(") Meal expenses under the Federal per diem athewémits do not

require receipts pursuant to N.J.S.A. 18A:l I-13)o(

f. In any case in which the total per diem reimuanent is greater than the

Federal per diem rates, the costs shall be comsideicessive in the absence

of substantial justification accompanying the ttaxaicher submitted by the
employee or Board member. In such cases, recdiptste submitted for all

costs including meals.

g. Employees and Board members shall patronizdshatel motels that offer
special rates to government employees unless atteerlodging offers

greater cost benefits or is more advantageoustodhduct of school district
business.

h. Actual subsistence expenses shall not be resable if paid by the traveler

to a member of his/her family, to another schostrait employee, or to a

member of the family of another school district éogpe.

O. Meal Allowance - Special Conditions- And Allowable Incidental Travel
Expenditures

I. Meals for in-State travel shall not be eligilibe reimbursement except as expressly
authorized within N.J.A.C. 6A:23A-7.

2. Meals during one-day, out-of-State trips reqlifice school business purposes may
be authorized for breakfast, lunch, and/or dinnaan amount permitted by NJOMB.
The Commissioner shall post the most current ratethie Department of Education
website for reference.

3. Lunch for training sessions and retreats magutkorized for an amount up to $7 per
person only when it is necessary that employe®&oard members remain at a site
other than their school district and there areiable options for lunch at the off-site
location.

a. If lunch is included in a one-sum registratiea for the training session, the

full amount is eligible for reimbursement if reasbie.

b. Refreshments for breaks may also be providégiaing sessions and retreats
held at a site other than the school district. Rliag lunch for staff meetings

and in-service days or for staff that come fromeotbarts of the school

district shall not be permitted (See N.J.A.C. 6A2812(d)).

c. In accordance with N.J.S.A. 18A:l I-12a(1)(dnm@oyee and Board member
retreats shall be held onsite unless there is hodddlistrict site available.

4. Subsistence expenses for an employee or Boartbereshall not be allowed at the
school district or within a radius of ten milesrhaf, except for meals expressly
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authorized by and in accordance with the provismfSection O of this Policy and
N.J.A.C. 6A:23A-7.12. Non-allowed expenses incluulg, are not limited to, meals
and refreshments for staff meetings and in-serdayes.

5. Reimbursement may be approved for the cost offarial luncheon or dinner, up to
$7 and $I0, respectively, that an employee or Boadhber is authorized to attend,
where such a meal is scheduled as an integrabpart official proceeding or
program related to school district business anckthployee's responsibilities.

a. School district business above refers to theagament operations of the
district and does not refer to activities that Begnipils and are part of the
instructional program. Pursuant to N.J.A.C. 6A:238{b)(4), all reasonable
expenditures related to district employees thatasential to the conduct of a
pupil activity are permitted.

6. Regular meetings, special meetings, and workiaes of the Board of Education
shall be limited to light meals and refreshmentsalbBoard members.

a. The meals may be served to employees who aneeddo attend the event

and where it is impractical for the employee to oaute to and from his or

her residence between the end of the work dayladeginning of the event,

or where the employee is required to remain asth@ol district to prepare

for the event.

b. The school district shall acquire the light nsemhd refreshments by the
solicitation of at least three quotes. Quotes nagia monthly, bi-monthly,
guarterly, or annual basis.

c. Where the school district's food service progcam prepare comparable

meals at a lower cost, the food service progrart bBhaised.

d. The average cost per meal shall not exceed $10.

e. The school district shall purchase or prepaodddhat are sufficient to

provide each Board member, dignitary, non-emplepssaker, or allowable

staff member one meal. Meals should be carefulligi@d to avoid left-over

food. Unintended left-over food should be donated tharitable shelter or
similar facility, if at all possible.

7. Allowable incidental travel expenses are defiasdhose that are essential to
transacting official business.

a. Charges for telephone calls on official busineay be allowed. The voucher
must show the dates on which such calls were ntadgoints between which
each call was made and the cost per call.

b. Employees and Board members using their perigeoahed telephone for
business may request reimbursement, less FedemainGoications Tax.

Calls for business are tax exempt and the telepbompany will make
allowances for the tax if the employee or Board inencertifies to the

telephone company when paying bills for personaliyred phones that said

calls were business calls.

c. Incidental expenses, when necessarily incuryetid traveler in connection



Finances
6471. SCHOOL DISTRICT TRAVEL (M)
Page 15 of 16

with the transaction of official business, may hbmitted for reimbursement
only when the necessity and nature of the expemrsele@arly and fully
explained on the travel voucher and the vouchappoved. Travel vouchers
shall be supported by receipts showing the quaatityunit price.

P. Records and Supporting Documentation

1. All persons authorized to travel on businesstrkesp a memorandum of
expenditures chargeable to the school districingaach item at the time the
expense is incurred, together with the date inclurre

2. The travel voucher shall be completed by theleyee or Board member to
document the details of the travel event. The trawacher must be signed by the
employee or Board member to certify to the validitghe charges for which
reimbursement is sought. The form must also beasitimatures of approval officials
for processing.

3. Sufficient documentation shall be maintainedi@gly by the school district to
support payment and approval of the travel voucher.

4. Each person authorized to travel shall subrhiief report that includes the primary
purpose for the travel, the key issues addresstu avent and their relevance to
improving instruction or the operations of the saldistrict. This report shall be
submitted prior to receiving reimbursement.

5. Documentation for requests for travel reimburseinshall show:

a. The dates and individual points of travel, nundfeniles traveled between
such points, and kind of conveyance used;

b. If the distance traveled between any given gasgreater than the usual
route between these points, the reason for theegrdistance must be stated;

c. The hours of the normal work day and actual isworked must be shown
when requesting meal reimbursement for non-ovetnighel;

d. Original receipts shall be required for all rbumsable expenses, except for
meals that qualify for per diem allowances anddgarking meters;

e. Actual vendor receipts for personal credit adrdrges shall be attached to
reimbursement requests. Credit card statementsrsitdie accepted as
documentation of expenses;

f. Personal charges on a hotel bill shall be destiahd shown on the bill;

g. When lodging is shared jointly, the fact musstaed on the travel voucher;
h. Where travel is not by the most economical, Igticaveled route, the
employee or Board member reimbursement requedtsstdbrth the details

of the route, the expenses actually incurred, the bf departure, the hour of
arrival, and an explanation for the use of costliavel arrangements;

i. When travel is authorized in the employee's oaf8l member's own
automobile on a mileage basis, the points betwdeoharavel was made and
the distance traveled between each place mustdvensiA statement as to
ownership of the auto or other conveyance usedgtisas a certification that
liability insurance is in effect, must be documehte
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. Reimbursement requests must be supported by mbeipts as required;

k. The voucher shall be itemized; and

1. Reimbursement requests shall be rendered monttéy in excess of $25.

Travel for a single travel event must be reported@on as possible after the

trip.

6. All outstanding travel vouchers for the schoehryending June 30 shall be submitted
as soon as possible after June 30 regardless afrapmmtwithstanding N.J.A.C.
6A:23A-7.13(e)(12).

7. Travel mileage reimbursement requests of thecpusmipleted school year, that are not
submitted by July 30 or the date approved by tkgidi for the closing of books,

whichever is earlier, for the just completed schgdr shall not be approved or paid.
N.J.S.A. 18A:11-12 et seq.

N.J.A.C. 6A:23A-5.9; 6A:23A-7 et seq.
Adopted: September 2009



