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BUSINESS AND NONINSTRUCTIONAL OPERATIONS 
 
Board Policy and the California Education Code provide for the payment of actual and 
necessary business expenses for the district, including business travel.  The terms “actual 
and necessary” should be interpreted for the district to mean the least cost 
accommodations that are safe and reasonable for the individual and the district.  Cost 
beyond that which is incurred by personal or preferential choice of the individual will be 
born by the individual and not the district. 
 
SUBJECT: TRAVEL/CONFERENCE EXPENSES (For Travel outside District 
Boundaries) 
 
TRAVEL: REQUEST  
 
Staff development, conferences and workshops help to keep employees current, 
knowledgeable and experienced in their vocation while increasing the value of the 
employee to the District.  Prior approval is required for authorization to attend meetings 
or conferences that relate specifically to the employee’s job responsibilities.  Approval 
will only be granted if the employee’s attendance does not significantly impact the 
operations of the District.  All requests for expenses of such travel must be within 
budgeted amounts. 
 
Requests shall be directed to the following administrator(s) for approval/disapproval at 
least 10 working days prior to the trip: 
 

1. Administrator with budgetary responsibility 
2. Approval of administrator of State & Federal programs if categorical funds 
3. Superintendent/designee 

 
 
TRAVEL: REIMBURSEMENT (Procedures Governing Travel Expenses and Advances) 
 
1.  Types of Travel Claims 

a. When mileage and parking are the only travel expenses they may be claimed 
on a Monthly Mileage Form signed by the employee and his/her immediate 
supervisor.  

b. All other out of District travel requires the use of Travel/Conference Approval 
and Expense Claim form. 
 

2. Approval Deadline and Eligibility for Reimbursement 
a. Travel expenses that are limited to mileage and parking do not require 

approval in advance. 
b. The Travel Conference Approval and Reimbursement Claim Form, properly 

completed, shall be submitted for approval no less than 10 working days 
before departure. 

c. Expenses may be reimbursed only if incurred while the employee is on “travel 
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status”, meaning that the travel has been properly approved pursuant to district 
policies and regulations.  Reimbursement may not be claimed for additional 
expenses that arise from the coordination of vacation or sick leave with travel 
on district business. 

d. Reimbursements will not be made if original receipts are not submitted. 
 

3. Reimbursement of Travel Expenses 
a. Lodging 

i. In case of conference travel, reimbursable lodging cost shall not 
exceed the single occupancy rate offered by the headquarter hotel. 

ii. Receipts for lodging expenditures are required.  A RPO may be used 
to request a check for payment of lodging by staff at time of 
registration.  (If a District check is provided for payment at time of 
registration receipts need to be returned to the District or the individual 
may have to reimburse the District.) 

iii. Lodging costs are not allowed for conferences that are less than 2 days 
and held within a 65-mile radius of the East Side Union High School 
District.  Exceptions may be accepted with approval from the 
Superintendent/designee in situations where it is in the best interest of 
the District and employee. 
 

b. Per Diem Meals 
i. Reimbursement for meals is allowed when travel precludes eating at 

home 
1. Meal reimbursement shall be limited to the following 

maximum daily rates (for 24-hour period).  Receipts for meals 
are not required. 
 

 Daily   $54.00 
 

2. If travel time includes portions of a day individual meals will 
be reimbursed based on the following: 

 
 Breakfast   $10.00 If at least 3 hours starting at 6:00am 
 Lunch $12.00 If at least 4 hours starting at 10:00am 
 Dinner $32.00 If at least 4 hours starting at 4:00pm 

 
3. If a meal is included as a formal part of the program of a 

conference or meeting, the actual cost in excess of the 
conference fee will be reimbursed.  If the cost of the meal is 
fully covered by the conference fee, no reimbursement may be 
claimed for that meal.  Continental breakfasts or rolls, coffee, 
and juice are not considered full meals. 
 

c. Other Travel Allowances 
i. While traveling on official district business, the following expenses are 
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also reimbursable at actual cost: 
1. Necessary taxicab or airport limousine (receipt required).  

BART or bus fares (receipt required) 
2. Registration fees (receipt required) 
3. Long term airport parking (receipt required) 
4. Telephone charges in connection with district business 
5. Rental car charges (receipt required) (See d-2) 
6. Toll bridge fees 
7. Other justifiable expenses may be approved based on review of 

special circumstances (receipts required) 
8. Reasonable tips and gratuity that are customarily provided. 

 
d. Transportation 

i. The most practical mode of transportation shall be used.  Generally, 
this means air travel shall be used when traveling to destinations in 
southern California and out of State. 
 

1. Common Carrier 
Claims for transportation by a scheduled airline will be based 
on actual cost not to exceed standard coach fares. A copy of the 
passenger coupon, ticket stub, or other form of receipt must be 
attached to the Travel/Conference Approval and 
Reimbursement Claim Form.  This expense can be prepaid by 
Purchase Order to the travel agency. 

 
2. Travel by Private Vehicle 

Authorized travel will be reimbursed at IRS per mile rate in 
place at the time of the travel.  The cost of authorized travel 
will not exceed the cost of air coach fare to the destination. 
 
When it has been established that travel by private vehicle is 
the most appropriate and practical means of transportation, 
reimbursement for actual mileage traveled by private vehicle 
may be approved. 
 
If personal automobile is used while on District business and is 
involved in an accident, personal liability insurance policy will 
apply first.  The District liability coverage would be used only 
after the personal insurance limit has been exceeded.  The 
District’s insurance does not cover collision or comprehensive 
coverage on personal automobiles. 
 
The mileage reimbursement paid by the District covers all 
automobiles operating expenses including, but not limited to, 
insurance, gas, oil, maintenance, etc. 
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State law requires that automobile owners meet a minimum 
financial responsibility.  This requirement is met by providing 
automobile liability insurance or a bond. 

 
3. Rental Vehicles 

Reimbursement for automobile rentals will be for actual and 
necessary costs for an intermediate size or smaller automobile.  
Reimbursement for automobile rentals will not normally be 
made unless the request was included on the Travel/Conference 
Approval and Reimbursement Claim Form. 

 
4.  Travel Advances 

a. Travel advances may be requested by furnishing the appropriate information 
at the time of initial approval for the Travel/Conference approval and 
Reimbursement Claim Form. 

b. Travel advances will be made upon approval of the administrators authorizing 
the travel. 

c. Travel advances will be limited to no more than 80% of the anticipated 
expenses.  Advances will only be made in excess of $50. 

d. When an advance is requested, the properly approved Travel/Conference 
Approval and Reimbursement Claim must be submitted to the Business Office 
at least 13 workings days before the advance is required. 
 

5. Responsibility of Persons Drawing  
a. Anyone who draws a travel advance will furnish signed receipts and/or a 

claim form to account for their expenses against the advance. 
b. Within five days an individual returning from a trip for which he/she has 

drawn an advance will furnish a Travel/Conference Approval and 
Reimbursement Claim form to the Business Office. 

c. If the travel advance exceeds the actual reimbursable travel expenses, a check 
for the difference must accompany the Travel/Conference Approval and 
Reimbursement Claim Form when it is returned to the Business Office.  
Forms submitted without receipts shall be returned to the immediate 
supervisor. 

 
6.  Promotional Items Received from Official Travel 

a. Transportation for official business shall not be arranged on a carrier solely to 
obtain points, free tickets or any other amenities or gifts. 

b. Free upgrade to first class, airline mileage of trip accumulation programs, 
executive club membership and check-cashing privileges that are earned by 
the officer or employee may be retained and shall not be turned over to the 
district.  Unsolicited promotional materials of nominal intrinsic value (pens, 
pencils, note pads, calendars, etc.) may be retained by the officer or employee. 
 

7. Non-Reimbursable Items 
a. Alcoholic beverages 
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b. Newspapers or other sundries 
 

8. Authority to Override Limits or Restrictions 
a. Except as provided in “b” below, the Superintendent by his/her signature on a 

memo attached to the request form has the authority to override any of the 
above limits and restrictions when special circumstances justify such action. 

b. For travel by the Superintendent and members of the Board the Board 
president or Board Clerk, as appropriate, shall act for the Superintendent in 
granting exemptions as set forth in paragraph “a” above. 

 
 
SUBJECT: EMPLOYEES’ BUSINESS EXPENSES (Within District Boundaries) 
 
1. Mileage & Incidental Driving Expenses 

a. When mileage and parking are the only travel expenses they are to be claimed 
on a Monthly Mileage Form and certified by the employee and signed by the 
immediate supervisor.  In lieu of filing a Monthly Mileage Form, with Board 
approval, an employee may receive a monthly stipend as reimbursement for 
his/her local travel expenses within Santa Clara County. 

 
2. Meals, Refreshments and Incidental Business Expenses 

a. The cost of meals or refreshments for business meetings that are less than 
three hours in duration involving only District staff will not be reimbursed or 
considered an expense of the District.  This is regardless of the source of 
funding. 

b. Meals or refreshments for meetings involving only District staff in excess of 
three hours in duration that have a pre-established agenda and with prior 
authorization of the Superintendent or designee may be paid for by the District 
directly or through reimbursement. 

c. Meals or refreshment that are a part of a business or community relations 
meeting that involve members of other organizations, the community or Board 
members may be considered business expenses and reimbursed by the District 
if directed or authorized by the individual’s authorizing supervisor or 
administrator.  Reimbursement will be based on the amounts listed under 
3.Travel Expenses; b. 2. 

d. Supplies and services may not be purchased by staff and reimbursed by the 
District without prior authorization by the Superintendent or designee.  In no 
circumstances may equipment be purchased by staff and reimbursed by the 
District. 




