FISCAL MANAGEMENT – D-10
TRAVEL REIMBURSEMENT - POLICY DLC
The Carteret County Board of Education may authorize certain personnel to receive reimbursements for travel expense incurred in the performance of their duties.

All travel must be approved by the immediate supervisor.  Reimbursable travel outside the district must be approved in writing in advance by the Superintendent or a designee.  Travel expense reimbursement for travel outside the county other than mileage shall be made on the basis of allowable State/Federal statutory rates.  Employees traveling on local funds may be paid actual expenses for necessary and reasonable expenses but are asked to keep expenditures within allowable State/Federal rates where possible.

REGULATION

An employee traveling on official business is expected to exercise the same care in incurring expenses that a prudent person would exercise if traveling on personal business and expending personal funds.  Excess costs, circuitous routes, delays or luxury accommodations and services unnecessary or unjustified in the performance of official business are not acceptable under this standard.  Employees will be responsible for unauthorized costs and any additional expenses incurred for personal preference or convenience.

Carteret County School System reimbursement for travel and subsistence expenses is based on IRS regulations.

The general operating procedure governing payment of travel and subsistence expenses to Carteret County Board of Education employees incurred in the performance of their duties is as follows:

The Board of Education will reimburse at the IRS rate per actual mile driven, not to exceed the total budgeted for any given year, the following classification of employees for use of personal automobiles in lieu of being furnished vehicles:

Agriculture Teachers, Cooperative Education Teachers, Designated Support Staff, Home Economics Teachers, Assistant Principals, Elementary Principals, Middle School Principals, High School Principals, Supervisors, Attendance Counselors, Health Occupations Teachers, Supervisors, Directors, Coordinators, Assistant Superintendents, Associate Superintendents, and Superintendents.

Mileage payments to the following classifications will be based upon a fixed mileage quota.  This may be paid as supplement or as per IRS defined business mile.

Speech Therapists; Itinerant Specialists in music, art, library; other itinerant teachers; and State and Federally funded program personnel.

DEFINITIONS 

Reimbursement for travel and subsistence expenses for employees of Carteret County Board of Education follow the guidelines of the "Travel Policies and Regulations for State and Federal Funds Administered by the State Board of Education."

A.  
Transportation:  Includes personal automobile, taxi, bus, train, airplane, motor pool charges, auto rental, tolls, and parking fees.  All travel expenses must be incurred by and for school unit employees or other eligible travelers in conducting official school unit business in order to be eligible for reimbursement.

B.  
Employee's Duty Station:  "Duty station" is defined as the job locations at which the employee spends the majority of his/her working hours or at a job location at which the employee is assigned or reports to initially each day.  The job location may, at times, change daily.

C.  
Subsistence (Meals and Lodging):  Subsistence is an allowance related to lodging, meal costs and gratuities.  For purposes of determining eligibility for allowances, travel status means being away from the employee's normal duty station, generally overnight.  To be eligible for allowances in connection with travel, the employee must be acting in official capacity as required by his/her work activities.

D.
Registration Fees and Tuition Fees:  Registration fees may be paid up to thirty dollars ($30.00) per school unit employee for each occurrence and may be paid by the school unit or employee.  The amount is the same for in-state or out-of-state meetings.  The registration fee is typically made for defraying the cost of speakers, building (room) use, handout materials, breaks, and lunches.  These fees are a "travel expense".  Excessive registration fees for conferences must be approved by the Superintendent or his designee.

Employees may not claim separate reimbursement for meals included in registration fees when the cost of the lunch is included as part of a registration fee for a formal congress, conference, assembly or convocation, or by whatever name called.

E.  
Out-of-State Travel:  Out-of-state travel status begins when the employee leaves the state and remains in effect until the employee returns to the state.  

F.  
In-State:  Within the borders of North Carolina.

G.  
Institute:  A formal gathering for the purpose of training and instruction.  Tuition fees may be paid for instructional costs incurred in such meetings.

Reimbursement to Carteret County Board of Education employees for travel and subsistence expenses shall adhere to the following guidelines:

A.  
County employees traveling on State or Federal business for the Board of Education in performance of their duties will be reimbursed for lodging, subsistence and travel at the allowable State statutory rates (See Manual).  County employees traveling for the Board of Education and traveling on local funds will be reimbursed for actual expenses that are considered to be necessary and reasonable.  Where possible, employees traveling on county funds are asked to keep expenditures within allowable State/Federal rates.


1.
General Guidelines to Request Reimbursement for Lodging:

        

Prior approval must be made by submitting a REQUEST FOR APPROVAL  ABSENCES FOR PROFESSIONAL AND PERSONAL REASONS form for the Superintendent's approval (or designee).  

When a request for reimbursement for travel and subsistence is approved and travel is completed, the employee should submit a REIMBURSEMENT OF TRAVEL AND OTHER EXPENSES INCURRED IN THE DISCHARGE OF OFFICIAL DUTY form attached to an approved copy of a REQUEST FOR APPROVAL form with original lodging receipts.   Travel period is defined as the month during which a travel occurred.  Specific dates of lodging must be listed on the reimbursement request, substantiated by a receipt from a commercial lodging establishment.   Times of departure and times of arrival must be listed on the reimbursement request.

The subsistence rate is inclusive of personal gratuities/tips except for baggage handling which may be claimed for porters at hotels and terminals as "other expenses."


2.
General guidelines to request reimbursement for meals:

Reimbursement requests for meals are listed on the REIMBURSEMENT OF TRAVEL AND OTHER EXPENSES ... along with request for reimbursement for lodging.  Allowances for meals may be made only if the employee is in an authorized overnight travel status or if the cost is included in the cost of a registration fee except as follows:

        

Daily Travel (Not Overnight)



To be eligible for allowances for the breakfast and evening meals, employees must:



-Breakfast - depart duty station prior to 6:00 a.m. and extend the normal workday by two (2) hours.



-Dinner (evenings) - return to duty station after 8:00 p.m. and extend the normal workday by three (3) hours.

-To be eligible for both meal allowances the employee must have worked five (5) hours longer than the normal workday.

        

-The travel must involve a travel destination located at least 35 miles from the employee's regularly assigned duty station (vicinity).

        

Daily Travel (Overnight)

Employees may receive allowances for meals for partial days of travel when the partial day is the day of departure or the day of return. To be eligible, the employee must:

        

-Breakfast - depart duty station prior to 6:00 a.m.

          

-Lunch - depart duty station prior to 10:00 a.m. (day of departure)

        

-return to duty station after 2:00 p.m. (day of  return)



-Dinner - return to duty station after 2:00 p.m.

All claims for travel and subsistence reimbursement are due in the Finance Office no later than the 4th of the month to receive reimbursement on the 10th of the month.

