P O | I Cy DELANCO SCHOOL DISTRICT

Finances
6471. SCHOOL DISTRICT TRAVEL (M)

The Board of Education shall ensure the effectind &fficient use of funds by adopting ¢
implementing policies and procedures that are poatance with N.J.S.A. 18A:112 and State «
New Jersey Department of the Treasury, Office ohdpgement and Budget (NJOMB) Circulars 08-
19-OMB and 06-149MB (OMB Circulars) and any superseding circulagst@ining to travel, meal
events and entertainment, and the additional reménts set forth in N.J.A.C. 6A:23A- If any
superseding circulars of the Office of Managememd 8udget conflict with the provisions
N.J.A.C. 6A:23A-7, the provisions of the supersegdiirculars shall govern.

A. Definitions

1. For the ptposes of this Policy, travel expenditures medmuse costs paid by t
school district using local, State, or Federal fndhether directly by the sche
district or by employee reimbursement, for travgl dzhool district employees a
district Board of Education members, to the followfive types of travel events:

a. Training and seminarsmeans all regularly scheduled, formal residerti
non+esidential training functions conducted at a hotabtel, conventio
center, residential facility, or at any educationgtitution or facility;

b. Conventions and conferences means general programs, sponsorec
professional associations on a regular basis, wdmichiess subjects of partict
interest to a school district or are convened todaat association busine:
The primary purpose of employee attendance at cemées and conventions
the development of new skills and knowledge or rinaforcement of thos
skills and knowledge in a particular field relatedschool district operations.
These are distinct from formal staff training areingnars, although sor
training may take place at such events;

C. School district sponsored eventsieans conferences, conventions, recept
or special meetings where the school district plalesdops, implements, ar
coordinates the event and is the event's primananitial backer. Schc
district employees are actively involved in workirige event and oth
employees may attend as participants;

d. Regular school district business - meansregjular official business trav
including attendance at meetings, conferences,aagdther gatherings whi
are not covered by the definitions included inka,,and c. above. Regu



school district business travel also includes diaese at regularly scheduled in-
State county meetings and Department of Educagpamsored or associati
sponsored events provided free of charge and néguigheduled irState
professional development activities with a registrafee that does not exce
$150 per employee or Board member. Beginning 09ZD10 the $150 lim
per employee or Board member may be adjusted kation; and

e. Retreats means meetings with school district employees scttbol Boar:
members, at which organizational goals and objestare discussed.

B. School District Travel Expenses

1. Any sections in either the State or Federal Cimsuthat conflict with New Jers
school law (N.J.S.A. 18A:1-et seq.) shall not be included in this Policy aothorizes
under N.J.A.C. 6A:23A-1 et seq. This includes, but is not limited tee awthority t
issue travel charge cards as allowed under the &tamtular, but not authorized 1
school districts under New Jersey school law.

2. School district travel expenditures shall inéutbu are not limited to, all costs f
transportation, meals, lodging, and registrationconference fees directly relatec
participation in the event.

3. School district travel expenditures in accoréantth this Policy and N.J.A.C. 6A:23-
7.1 et seq. «dll include costs for all required training andtedlvel authorized in schc
district employee contracts and school Board psdiciThis includes, but is not limit
to, required professional development, other stiaiining and required training f
Board members, and attendance at specific confeseangthorized in existing employ
contracts, provided that such travel meets theireopents of N.J.A.C. 6A:23-1 e
seq.

4. All such expenditures are subject to the requamts of N.J.A.C. 6A:23-7.&t seq.
including but not limited to, inclusion in the aratdravel limit, prior Board approv:
separate tracking, and per diem reimbursements.

C. School District Travel Requirements

1. All travel by Board of Education employees ar@hRBl members musie educationall
necessary and fiscally prudent and all schoolididtiavel expenditures shall be:

a. Directly related to and within the scope of the &ype's or Board membe
current responsibilities and, for school distriobptoyees, the schodalistrict's
professional development plan, the school buildingfessional developme
plan, and an employee’s individual professionaledi@yment plan;

b. For travel that is critical to the instructionaleds of the school district
furthers the efficient operation of the school wic$t and



C. In compliance with State travel payment guidelirees established by t
Department of the Treasury and with guidelines bistaed by the Feder
Office of Management and Budget; except those gjnigle thatconflict with
the provisions of Title 18A of the New Jersey Stagushall not be applicab
including, but not limited to, the authority to isstravel charge cards. 1
Board specifies in this Policy the applicable liestbns and requirements :
forth in the State and Federal guidelines includimg, not limited to, types «
travel, methods of transportation, mileage alloveansubsistence allowan
and submission of supporting documentation inclgdiaceipts, checks,
vouchers.

2. Reimbursement for all in-State and outStéte travel shall be made pursuan
N.J.S.A. 18A:11-12. In accordance with the pravisi of N.J.A.C. 6A:23A-5.9:

a. Out-ofState travel events shall be limited to the fewasmber of Boar
members or affected employeesgeded to acquire and present the co
offered to all Board members or staff, as appliealat the conclusion of t
event. Where the event is sponsored by a New\}besed organization a
targeted to employees and/or Board members of Naeey shool districts
reimbursement for lodging may be permitted only mehéhe sponsorir
organization obtains a waiver pursuant to the @ioas of N.J.A.C. 6A:23A-
7.11. Where the event is national or regionaldopg and targeted to sch
district emploges and/or Board members from multiple States,lrgisemer
for lodging may only be provided if the event ousn two or mor
consecutive days and where home to event commugeds fifty miles.

b. Where a travel event has a total cost that elec&5000, regardless of t
number of attendees, or where more than five idd@&is from the district are
attend a travel event out-8tate, the school district shall obtain the f
written approval of the Executive County Superidiam. The Executive
County Superintendent shall promptly review theues and render a decis
within ten working days.

C. For all employee and Board member travel eventobtite country, regardle
of cost or number of attendees, the school disshetl obtain therior written
approval of the Executive County SuperintendentuchSrequests must
supported by detailed justification. The Execui@@unty Superintendent sk
promptly review the request and render a decisithinvten working days.
is expected that approvals will be rare.

D. Travel Reimbursements
1. Travel reimbursements will be paid only upon comptie with all provisions

N.J.A.C. 6A:23A7 and the Board's procedures and approval requimsmé&he Boar
will not ratify or approve paymesior reimbursements for travel after completiothe



travel event, except as provided at N.J.A.C. 6 A=Z34(d).

E. Board Member Voting On School District Travel

1.

A Board member shall recuse him/herself from votingravel if the Board member
member of his/her immediate family, or a businessanrgation in which he/she has
interest, has a direct or indirect financial inverivent that may reasonably be expe
to impair his/her objectivity or independence afgment.

A Board member shatiot act in his/her official capacity in any matiemwhich he/sh
or a member of his/her immediate family has a pebkmvolvement that is or crea
some benefit to the school official or member afner immediate family; or underte
any employmenbr service, whether compensated or not, which neagonably t
expected to prejudice his/her independence of jahgnm the execution of his/k
official duties.

F. Maximum Travel Budget

1.

Annually in the prebudget year, the Board slesitablish byBoard resolution,
maximum travel expenditure amount for the budgait yehich the school district sh
not exceed. The Board resolution shall also ineltree maximum amount establis|
for the prebudget year and the amount spent to date

a. The maximmm school district travel expenditure amount siradlude all trave
supported by local and State funds.

b. The Board may elect to exclude travel expenditatggported by Federal fur
from the maximum travel expenditure amount. If &w@dl funds are etudec
from the established maximum amount, the Board si@lde in the resolutic
the total amount of travel supported by Federaldéufrom the prior yea
prebudget year, and projected for the budget year.

C. Exclusion of Federal funds from the aahmaximum travel budget does
exempt such travel from the requirements applicabtate and local funds.

The Board of Education, pursuant to the promsiof N.J.A.C. 6A:23A%.3(b).
authorizes an annual maximum amount per employetorexced $$1,500 for regul
business travel only for which prior Board appragatot required.

a. The annual maximum shall not exceed $1,500 and $falsubject to tF
approval requirements in N.J.S.A. 18A:19-1.

b. Regular school district business travel as éefiin N.J.A.C. 6A:23At.2
includes attendance at regularly scheduledState county meetings &
Department of Education sponsored or associatiamsped events free



charge. It also includes regularly scheduled mteSprofessional developmie
activities for which the registration fee does pateed $150 per employee
Board member.

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

(1) The Superintendent shall designate an alternateoa@pauthority tc
approve travel requests in his/her absence whepssary to obta
timely Board approval.

(2) Regulation 6471 provides theopedures for the internal levels
approval required prior to Superintendent or desggapproval of tr
travel event, as applicable.]

G. Travel Approval Procedures

1. All travel requests for employees of the distsball be approved in writing by eh
Superintendent of Schools and approved by a mgjofithe full voting membership
the Board, except where the Board has excludedlaetusiness travel from pri
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 alternateoeglpauthority to appro\
travel requests in his/her absence when necessambtain timely Boar
approval.

b. Regulation 6471 provides the procedures for thermalelevels of approv:
required prior to the Superintendent’s or desiga@@proval of the travel eve
as applicable.

2. All travel requests for Board members shall negprior approval by a majoyitof the
full voting membership of the Board, except whene Board has excluded regt
business travel from prior approval pursuant to phevisions of N.J.A.C. 6A:23A-
7.3(b), and the travel shall be in compliance Witld.S.A. 18A:1224 and N.J.S./
18A:12-24.1.

3. The Board may approve, at any time prior to thengvieavel for multiple months .
long as the Board approval, as detailed in Boardutes, itemizes the approval
event, total cost, and number of employees and Boambers attendindné eveni
General or blanket pre-approval is not authorized.

4. Where occasional unforeseen emergent situatioas aerein a travel request car
obtain prior approval of the Board, justificatioha#l be included in the text of t
travel request.Such requests shall require prior written appr@fahe Superintende



or designee and the Executive County Superintendeiesignee. The Board st
ratify the request at its next regularly schedutedeting. Travel to conferenc
conventions, andymposiums are not considered to be emergenciestaitinot b
approved after the fact.

[Optional

5.

The Board, in accordance with the provisionsldfA.C. 6A:23A7.4(d) excludes frol
the requirements of prior Board approval any trasalsed by orubject to existin
contractual provisions, including grants and daretj and other statutc
requirements, or Federal regulatory requirements.

a. For the exclusion of prior Board approval to apghg required travel eve
must be detailed, with numbef employee(s), Board member(s), and total
in the applicable contract, grant, donation, statat Federal regulation.

(2) This does not include general grant guidelinesegulations that a
permissive but do not require the travel eventessthe specific trave
event, number of employee(s), Board member(s) atdl tcost i
detailed in the approved grant, donation, or otherd acceptanc
agreement.

(2) This does not include general contractual provsionabor agreemer
for continuingeducation or professional development, except wties
Board has included in its policy, a maximum amopet employee fc
regular business travel that does not require pBoard approv
pursuant to N.J.A.C. 6A:23A-7]3.

Required Documentation for Travel

1.

Neither the Superintendent or designee, nor thedBshall approve a travel requ
unless the written request for travel includesfthiewing information:

a. Name and dates of event;

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

C. Estimated cost associated with travel;

d. A justification and brief statement that includé tprimary purpose for tl

travel and the key issues that will be addresse¢deaevent and their relevar
to improving instruction othe operation of the school district. For trag
events, whether the training is needed for a eeatibn required for continue
employment, continuing education requirements, ireqments for Federal

State law, or other purpose related to tregpms and services currently be
delivered or soon to be implemented in the schdsilidt, or related to scho



district operations;
e. Account number and funding source Federal, Stateate, or local; and
f. In the case of annual events, total attendandecast for the previous year.
Detailed documentation shall be maintained on filethe school district whic

demonstrates compliance with the Board's traveicpoincluding travel approval
reports, and receipts for all school district fuh@xpenditures, as appropriate.

Accounting for School District Travel

1.

The School Business Administrator/Board Secretargesignee shall prepare itemi:
travel budgets by function and object of expengeefich cost center, departmen
location maintained in the school district’'s accougtsystem, as applicable, as pai
the preparation of and documentation for the ansciabol district budget:

a. The aggregate amount of all travel budgets shaleroeed the Board appro\
maximum tavel expenditure amount for the budget year as inedjuby
N.J.A.C. 6A:23A-7.3.

The School Business Administrator/Board Secrethayl snaintain separate account
for school district travel expenditures as necesdarensure compliance with t
schal district's maximum travel expenditure amountisTmay include, but need 1
be limited to, a separate or offline accountingso€h expenditures or expanding
school district's accounting system. The trackeygtem shall be sufficient

demonstrate compliance with the Board's policy BnHA.C. 6A:237, and shall be i
a detailed format suitable for audit.

The School Business Administrator/Board Secretarydesignee, shall review a
approve all requests for travel expenditure reirsbomentsubmitted for expens
incurred in the course of school district busin@sg4o cost and support documenta
required by N.J.A.C. 6A:23A-7:

a. The School Business Administrator/Board Secrethafl 10t approve or iss!
payment of travel expenditures ceimbursement requests until all requ
documentation and information has been submitteslpport the payment a
shall not approve any travel expenditure that wheded to already approv
travel expenditures would exceed the Board approweakimum travel
expenditure amount for the budget year.

The School Business Administrator/Board Secretdrgllsbe responsible for tl
adequacy of documentation of transactions procdsgéleir staff and the retention
that documentation to permit audits of their resord

An employee of the Board, a Board member, or omgdiun, shall not recei



payment, either partial or full, for travel anduekrelated expenses in advance of
travel pursuant to N.J.S.A. 18A:19-1 et seq. Tagnpent of travel and travedlatec
expenses shall be made personally by a schooictlistmployee or Board member ¢
reimbursed at the conclusion of the travel everfthis applies to travealelatec
purchases for which a purchase order is not apgpéca This provisiondoes nc
preclude the district from paying the vendor dieetith the proper use of a purchi
order (e.g., for registration, airline tickets, &lpt

Sanctions for Violations of Travel Requirements

1. Any Board of Education that violates its e$isfitied maximum travel expenditure as
forth in N.J.A.C. 6A:23A7.3, or that otherwise is not in compliance witle thave
limitations set forth in N.J.A.C. 6A:23&- may be subject to sanctions by
Commissioner as authorized pursuant to N.J.S.A.:4-28 and N.J.S.A. 18A:24,
including reduction of State aid in an amount eqaany excess expenditure purst
to N.J.S.A. 18A:11-12 and N.J.S.A. 18A:7F-60.

2. A person who approves any travel request or reisdnent in violation of N.J.A.(
6A:23A-7 shall be required to reimburse the school distn@n amount equal to tht
times the cost associated with attending the guarsuant to N.J.S.A. 18A:11-12:

a. As required in N.J.A.C. 6A:23A:7(b)(1) the Board designates
Superintendent of Schisoas the person with the final approval authofty
travel and therefore shall be subject to this ggnal

3. An employee or Board member who violates the scHattict's travel policy or the:
rules shall be required to reimburse the schoatidisn an amount equal to three tin
the cost associated with attending the event patgodN.J.S.A. 18A:11-12.

4. In the event it is determined a violation of fhr@visions of N.J.A.C. 6A:23A- has
occurred after Board payment has been made, theriBigmdent of Schools shall
responsible to ensure the sanctions as outlin®dtdJdrA.C. 6A:23A7.7 are imposed.
a violation is determined prior to payment or reimgement of the travel event,
consequences as outlined in N.J.A.C. 6A:23A-7.71 dba imposed; however, ti
Superintendent may impose disciplinary action aessary.

5. The annual audit conducted pursuant to N.J.88A:23-1 shall include test procedu
to ensure compliance with this Policy and travehifations set forth in N.J.A.C.
6A:23A-7 and N.J.S.A. 18A:11-12.

Prohibited Travel Reimbursements

1. The following types of expenditures are notiblegfor reimbursement:

a. Subsistence reimbursement for oiag- trips, except for meals expres
authorized by and in accordance with the provismiy.J.A.C. 6A:23A-7.12;



Subsistence reimbursement for overnight travel iwithe State, except whe
authorized by the Commissioner in accordance Vhighprocedures set forth
N.J.A.C. 6A:23A-7.11;

Travel by Board members @mployees whose duties are unrelated tc
purpose of the travel event or who are not requioegttend to meet continui
education requirements or to comply with law oregon;

Travel by spouses, civil union partners, domseptirtners, immedie family
members, and other relatives;

Costs for employee attendance for coordinating rothattendee
accommodations at the travel event;

Lunch or refreshments for training sessions ancaé&t held within the schc
district including in-serde days and for employee participants travelingn
other locations within the school district;

Training to maintain a certification that is notqué&red as a condition
employment (example: CPE credits to maintain a dBénse if the employe
is not required to be a CPA for continued schosliriit employment);

Charges for laundry, valet service, or enten&int;
Limousine services and chauffeuring costs tdwing the event;

Car rentals, either utilized for airport trangi@aion @ transportation at
conference, convention, etc., unless absolutelyessy for the conduct
school district business. Justification must agoany any request for ¢
rentals. If approved, the most economical schaduif car rental is to be used
including the use of subcompacts, discounted, pedial rates. An example
the justified use of car rental is when an emploie®ut of State, makir
inspections at various locations, and the use dfliputransportation i
impracticable. When caental is authorized, the employee shall not baee
an advance payment for the anticipated expenseiasswh with the rental;

Alcoholic beverages;

Entertainment costs including amusement, diversama, social activities al
any costs directlyassociated with such costs (such as tickets tovsloo sport
events, meals, lodging, rentals, transportatiod,gratuities);

Gratuities or tips in excess of those permiligdrederal per diem rates;

Reverse telephone charges or third party calls;



0. Hospitality rooms;
p. Souvenirs, memorabilia, promotional items, étsgi

g. Air fare without documentation of quotes from aade three airlines and;
online services; and

r. Other travel expenditures that are unnecessatipaexcessive.

L. Travel Methods

1.

3.

For the purposes of this Policy, transportation mseaecessary official travel
railroads, airlines, shuttles, buses, taxicabspacHistrictowned or leased vehicle
and personal vehicles.

The purchase or payment of rethteansportation expenses shall be made by pur
order or personally by a school district employedoard member and reimbursec
the conclusion of the travel event. An actual iogoor receipt for each purchase
expense shall be submitted with a claim for reirsborent.

Pursuant to OMB Circulars, the following trawetthods requirements apply:

a. Air and rail tickets shall be purchased via theeingt, if possible, using airli
or online travel services such as Travelocity, Exaeor Hotwire;

b. Air travel shall only be authorized when determirntbdt it is necessary a
advantageous to conduct school district business:

() The most economical air travel should be used,udiol the use «
discounted and special rates;

(2) The following options should be considered whenking tickets:
€) Connecting versus nonstop flights;

(b) Departing earlier or later compared to the pretérdepartur
time;

(c) Utilizing alternative airports within a city, i.€hicago, lllinois
Midway Airport versus O’Hare Airport;

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

(e) Utilizing "low cost" airlines; and



3)

(4)

()

(6)

(7)

(8)

(9)

® Exploring alternate arrival and/or departurgsia

No employee or Board member can earn benedits eesult ofschoo
district funded travel. Employees and Board memtze prohibite
from receiving "Frequent Flyer" benefits accruingni school distric
funded travel;

Airfare other than economy (i.e., Business or F@&iss) shall not t
fully reimbursedby the school district except when travel in <
classes:

€) Is less expensive than economy;
(b) Avoids circuitous routings or excessive flightration; or
(c) Would result in overall transportation costisge.

All airfare other than economya not covered by the above except
purchased by an employee or Board member shalllmnhgimbursed
the economy rate for the approved destination;

Cost estimates on travel requests and associatbdriamations shall k
consistent with currenairline tariffs, with consideration of availal
special fares or discounts, for the requested rissgin;

Airline tickets shall not be booked until all nesas/ approvals ha
been obtained,;

Justification shall be required when actions dyraveler result i
additional expenses over and above the authorizadelt reques
Sufficient justification shall be considered only ffactors outside tt
control of the purchaser. Additional expenses aith sufficien
justification shall not be reimbursed; and

Justification shall accompany requests for airlicket reimburseme
when purchased by employees or Board members cpmtréhe abov
regulations. Sufficient justification shall be sitered only for factol
outside the control ofhe purchaser. Noncompliant purchases wit
sufficient justification shall not be reimbursedReimbursement ¢
purchases with sufficient justification shall bénenwise permitted ar
reimbursed in accordance with the above procedures.

Rail travel ball only be authorized when determined that ihésessary ar
advantageous to conduct school district business:

(1)

The most economical scheduling of rail travel shlé utilized



(@)

3)

(4)

()

including excursion and government discounts, whenapplicable;

When one employee or Board member is travelingiwithie Northeas
Corridor, NJ Transit shall be used as the rail@mptiUse of Amtrak wi
not be authorized unless it is the only meansaseiravailable;

The use of high speed rail services, hswas Acela, shall not |
authorized,;

When two or more employees and/or Board membergraveling tc
the same event in the Northeast Corridor (betweestd, MA an
Washington, DC), rail travel shall not be authadizén those cases, t
travelers must use a school district vehicle or, if not &lae, ¢
personally-owned vehicle must be used; and

All rail travel, including rail travel in the Nor#ast Corridor must |
processed in the same manner as prescribed fivaa@l above.

Use of a school districdwned or leased vehicle shall be the first mear
ground transportation. Use of a personallyred vehicle on a mileage be
shall not be permitted for official business wheareschool districbwned o
leased vehicle is available:

(1)

Mileage allowance in lieu of actual expenses ofigpmrtation shall k
allowed at the rate authorized by the annual Stpfropriations Act, ¢
a lesser rate at the Board’s discretion for an eyga or Board memb
traveling by his/her personally-owned vehicle ofictdl business:

(a) In accordance with the OMB circular, if any conaolitiin ar
existing negotiated contract is in conflict withethircular, suc
as the mileage reimbursement rate, the provisiothefcontrac
will prevail;

(b) Parkng and toll charges shall be allowed in additionmiteage
allowance;

(c) Reimbursement for travel to points outside the eStat
automobile shall be permitted when such arrangesnamave t
be more efficient and economical than other mednpublic
transportation;

(d) In determining the relative costs of private andblm
transportation, all associated costs (i.e., ttdigicabs, airport,
station transfers, etc.) shall be considered;

(e) All employees and Board members using privat@mec



vehicles in the performance of their duties for thbad distric
shall present a New Jersey Insurance Identificat@arc
indicating that insurance coverage is in full foered effect witl
companies approved by the State Department of Bgnéic
Insurane. The card shall be made available to
Superintendent or designee before authorizatiarséoprivately-
owned vehicles;

® Employees and Board members who are oustate residen
must provide appropriate insurance identificationlieu of the
New Jersey Insurance Identification Card;

(9) School districewned or leased vehicles shall be utilizec
accordance with N.J.A.C. 6A:23A-6.12;

(h) Necessary taxicab charges are permitted. Howeaeel to an
from airports, downtown areas, and betwéetel and event si
shall be confined to regularly scheduled shuttlevise,
whenever such service is complimentary or is lesstly |If
shuttle service is not available, taxicabs maydeduand

(1) Cruises are not permitted for travel eventgransportation.
M. Routing of Travel
1. Pursuant to OMB Circulars:
a. All travel shall be by the most direct, econaahi@nd usuallyraveled route
Travel by other routes as a result of official re=ity shall only be eligible fi
payment or reimbuesnent if satisfactorily established in advance o€h

travel.

b. In any case where a person travels by indirecteréut personal convenien:
the extra expense shall be borne by the individual.

C. Reimbursement for expenses shall be based onthages that do not exce
what would have been incurred by using the mostctlireconomical, at
usually traveled route.

N. Subsistence Allowance - Overnight Travel
1. Pursuant to the OMB Circulars, oday trips that do not involve overnight lodg
shall not be eligible for subsistence reimbursement,epkcdfor meals express
authorized by and in accordance with the provismfiy.J.A.C. 6A:23A-7.12.

2. Pursuant to the OMB Circulars, generally, overnighatwel shall not be eligible f



subsistence reibursement if travel is within the State. Overnighvel is permitted
such travel is authorized pursuant to N.J.A.C. @AZ.11(c), or is a require
component of a grant, donation, or other fundingeament with the district. T
specific required overnight iState travel event must be detailed in the apprgvendt
donation, or other fund acceptance agreement algtigthe number of employee(
Board member(s), and total cost. All reimbursememe subject to these rules un
the funding acceptance agreement specifies otherwis

The Commissioner is authorized to grant waiversof@rnight travel for school Bog
members and school district employees to attenBtate conferences in accorda
with N.J.A.C. 6A:23A-7.11(c). If a waives granted by the Commissioner, it s
permit reimbursement for travel expenses for ohtse individuals whose home to
convention commute exceeds fifty miles.

Overnight travel within the State shall not ligikle for subsistence reimburseneh
travel is on the day prior to the start of the evahce. Reimbursement shall
prohibited for lodging prior to chedk- time for the first day of the event or a
check-out time on the last day of the event.

The United States General Sergidaministration publishes a schedule of Federe
diem rates in the Federal Register for approvedmngit travel by the event locatic
The latest Federal per diem rates schedule forrigdgneals, and incidental expen
by location can be found awww.gsa.gov. The following restrictions apply
allowable per diem reimbursements.

a. Allowable per diem reimbursement for lodging, mealsd incidentals shall
actual reasonable costs, not to exceed the Feperaliem rates for the ewve
location Registration and conference fees are not sulgetite Federal p
diem rate caps. If the event location is not dstthe maximum per die
allowance shall be $31 for meal/incidental experass $60 for lodging, «
amounts listed in any superseding NJOMB circular.

b. Pursuant to N.J.S.A. 18A:112(0), reimbursement for lodging expenses
overnight travel, out-of-State or Btate as authorized by the Commissic
may exceed the Federal per diem rates if the li®thle site of the conventic
conference, seminar or meeting, and the going rathehotel is in excess
Federal per diem rates.

(1) If the hotel at the site of the current travel @viesmot available, lodgir
may be paid for similar accommodations at a ratémexceed the het
rate at the site of the current event.

(2) If there is no hotel at the site of the current/étaevent (e.g. Atlant
City Convention Center), then reimbursement forglad shall no
exceed the Federal per diem rate.



C. If the meal is not part of a osexm fee for a travel event, reimbursement me
approved for the full cost of an official convemtinneal that the employee
Board member attends, when such meal is schedsled éntegral part of tl
convention or conference proceedings.

(1) Recépts shall be submitted in order to obtain reimbuarent in suc
situations. The amount of the Federal per diene rédr the
corresponding meal shall be deducted from that sdaibsistenc
allowance.

d. The allowance for a meal or meals, or incidensdlall not be eligible fc
reimbursement when included and paid in the registt fee, the cost
lodging or transportation charge.

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

(1) Meal expenses under the Federal per diem atogvéimits do not requil
receipts pursuant to N.J.S.A. 18A:11-12.0](3).

f. In any case in which the total per diem reimburggms greater than tl
Federal per diem rates, the costs shall be comsld®icessive in the absenc
substantial justifiation accompanying the travel voucher submitted tig
employee or Board member. In such cases, recghats be submitted for ¢
costs including meals.

g. Employees and Board members shall patronize hatads motels that offi
special rates to govament employees unless alternative lodging offeesigy
cost benefits or is more advantageous to the carmdwschool district business.

h. Actual subsistence expenses shall not be reimblergabaid by the traveler
a member of his/her family, tonather school district employee, or to a mer
of the family of another school district employee.

0. Meal Allowance - Special Conditions - And Alloa Incidental Travel Expenditures

1. Meals for in-State travel shall not be eligilide reimbursemenexcept as express
authorized within N.J.A.C. 6A:23A-7.

2. Meals during one-day, out-8ftate trips required for school business purpossg lve
authorized for breakfast, lunch, and/or dinnernraeount permitted by NJOMB. T
Commissioner shall potie most current rates on the Department of Educatebsit
for reference.

3. Lunch for training sessions and retreats may beasizied for an amount up to $7 |
person only when it is necessary that employeeBoard members remain at a :
other than their school district and there are rable options for lunch at the ofite



location.

a. If lunch is included in a org4m registration fee for the training session ftitle
amount is eligible for reimbursement if reasonable.

b. Refreshments fdoreaks may also be provided at training sessiodsretreat
held at a site other than the school district. vRliag lunch for staff meeting
and inservice days or for staff that come from other paftthe school distri
shall not be permitted (See N.J.A.C. 6A:23A-7.12(d)

C. In accordance with N.J.S.A. 18A:12a(1)(d), employee and Board men
retreats shall be held onsite unless there is nodddlistrict site available.

Subsistence expenses for an employee or Boantbareshall not be lmwed at thi
school district or within a radius of ten miles riaf, except for meals expres
authorized by and in accordance with the provisiohSection O of this Policy al
N.J.A.C. 6A:23A-7.12. Non-allowed expenses inclubdet are not limited tomeals
and refreshments for staff meetings and in-serm&ss.

Reimbursement may be approved for the cost of fegialifluncheon or dinner, up to .
and $10, respectively, that an employee or Boanchinee is authorized to attend, wh
such a mealsischeduled as an integral part of an official peaing or program relat
to school district business and the employee'orespilities.

a. School district business above refers to the manage operations of tl
district and does not refer to adtigs that benefit pupils and are part of
instructional program. Pursuant to N.J.A.C. 6A:238(b)(4), all reasonak
expenditures related to district employees thategsential to the conduct o
pupil activity are permitted.

Regular meetingspecial meetings, and work sessions of the BoaEtucation sha
be limited to light meals and refreshments foBalard members.

a. The meals may be served to employees who are esljigrattend the event ¢
where it is impractical for the empleg to commute to and from his or
residence between the end of the work day and e¢genbing of the event,
where the employee is required to remain at theddfistrict to prepare for ti
event.

b. The school district shall acquire the light nseand refreshments by f
solicitation of quotes if required pursuant to B.A. 18A:18A-1 et seq.

C. Where the school district’s food service program peepare comparable me
at a lower cost, the food service program shalidesl.

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



e. The school district shall purchase or prepare fabdsare sufficient to provic
each Board member, dignitary, nemployee speaker, or allowable s
member one meal. Meals should be carefully ordevealvoid leftever food
Unintended lefiover food should be donated to a charitable sheltesimilal
facility, if at all possible.

7. Allowable incidental travel expenses are defined tlasse that are essential
transacting official business.

a. Charges forelephone calls on official business may be allowé&tie vouche
must show the dates on which such calls were nthdepoints between whi
each call was made and the cost per call.

b. Employees and Board members using their perdyemahed telephone fo
business may request reimbursement, less FedenainGoications Tax. Cal
for business are tax exempt and the telephone aoynpdl make allowance
for the tax if the employee or Board member cetifio the telephone compe
when paying bills for personallgwned phones that said calls were busi
calls.

C. Incidental expenses, when necessarily incurredhleyttaveler in connectic
with the transaction of official business, may hbritted for reimburseme
only when the necessity and nature tbé expense are clearly and fi
explained on the travel voucher and the vouchapwoved. Travel vouche
shall be supported by receipts showing the quaatityunit price.

P. Records and Supporting Documentation
1. All persons authorized to trdven business must keep a memorandum of expens
chargeable to the school district, noting each itgrthe time the expense is incuri
together with the date incurred.
2. The travel voucher shall be completed by theleye® or Board member to douent
the details of the travel event. The travel vouaheast be signed by the employe¢
Board member to certify to the validity of the afps for which reimbursement
sought. The form must also bear the signatureppfoval officials for processing.
3. Sufficient documentation shall be maintained célyttay the school district to supp
payment and approval of the travel voucher.
4. Each person authorized to travel shall submit efbeport that includes the prim:

purpose for the travethe key issues addressed at the event and thewarede t
improving instruction or the operations of the smhdistrict. This report shall |
submitted prior to receiving reimbursement.



Documentation for requests for travel reimbursenshall show:

a. The dates and individual points of travel, numbg&mmiles traveled betwet
such points, and kind of conveyance used;

b. If the distance traveled between any given pomitgreater than the usual ro
between these points, the reason for the greattamtie must be stated,;

C. The hours of the normal work day and actual houssked must be shov
when requesting meal reimbursement for non-ovetrirghel;

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

e. Actual vendor receipts for personal credit cardrgbea shall be attached
reimbursement requests. Credit card statementd sbha be accepted
documentation of expenses;

f. Personal charges on a hotel bill shall be destband shown on the bill;
g. When lodging is shared jointly, the fact musstsed on the travel voucher;
h. Where travel is not by the most economical, Ugueaveled route, tt

employee or Board member reimbursemequest shall set forth the detail:
the route, the expenses actually incurred, the lobuteparture, the hour
arrival, and an explanation for the use of costliavel arrangements;

I. When travel is authorized in the employee's aoafl membeés own
automobile on a mileage basis, the points betwdgnhatravel was made a
the distance traveled between each place must @&nsh A statement as
ownership of the auto or other conveyance usedyedisas a certification th
liability insurance is in effect, must be documehte

J- Reimbursement requests must be supported by beipts as required;

k. The voucher shall be itemized; and

l. Reimbursement requests shall be rendered monthnwih excess of $2
Travel for a single travelvent must be reported as soon as possible aft
trip.

All outstanding travel vouchers for the school yeading June 30 shall be submitte:

soon as possible after June 30 regardless of amoeimmtithstanding N.J.A.C. 6A:23A-

7.13(e)(12).

Travel mileage reimbursement requests of the just ¢etegh school year, that are



submitted by July 30 or the date approved by ttstridi for the closing of book
whichever is earlier, for the just completed schgr 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: May 2010



