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TRAVEL AND RELATED EXPENSES  E11 
 

Policy 
It is the policy of the Orleans Central Supervisory Union and its member school districts 

(Albany, Barton, Brownington, Glover, Irasburg, Orleans, Westmore, and Lake Region Union) 

to reimburse the actual and reasonable expenses of travel for school business by its employees, 

school board members, and volunteers. Such school business includes but is not limited to 

meetings, workshops, conferences, and other such events. Orleans Central Supervisory Union 

will reimburse actual and reasonable expenses for travel to the extent that budgeted funds permit.  

 

Additional reimbursements, guidelines and limits are subject to current collective bargaining 

agreements for union staff dependent upon who initiates the request, the employee or the 

supervisor as provided in the agreement.     

 

Implementation 
The purpose of this policy is to address out-of-supervisory union travel. In-supervisory union 

travel is eligible for reimbursement of mileage only, at the IRS rate, in accordance with the 

current collective bargaining agreement for union staff. 

 

 The district, as outlined above, will pay travel expenses incurred on official district 

business, if the expenses are properly approved, reasonable, and documented. 

 

 All requests should consider the scarcity of district resources. 

 

 Approved travelers who incur such expenses should neither lose nor gain personal funds 

as a result.  

 

 Whenever possible, expenses should be paid through the district credit card or purchase 

order; or personal credit or debit card may be used with prior approval by the supervisor 

when the previous options are not available or accepted. 

 

 Receipts will be obtained and submitted for all costs incurred during travel, whether 

prepaid or not. Reimbursement request will be subject to approval of the supervisor. 

 

 The district will reimburse travelers for the cost of accommodations and services, which 

meet reasonable and customary standards for convenience, safety, and comfort, provided 

the costs are used solely for the employees’ professional capacity. Travelers should incur 

expenses prudently to assist in controlling district’s travel budget. 

 

 Each person who is to travel on official business for the district is required to obtain prior 

approval by the appropriate supervisor; this shall be the person responsible for managing 

the budget to which travel will be charged, and the superintendent. 

 

 For authorized trips, the actual reasonable expenses will be reimbursed subject to limits 

set forth in this policy. 
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 The following items are reimbursable within the limits outlined in the Appendix for this 

policy: 

 

a) Use of Personal Automobiles 

b) Cost of Car Rental 

c) Air Transportation 

d) Taxi, bus, and limousine 

e) Lodging 

f) Meals 

g) Telephone Calls 

h) Registration Fees  

 

The following items are reimbursable based on the guidelines stated below, which will be used 

along with current procedures related to travel and related expenses: 

 

i) Use of Personal Automobiles 

j) Cost of Car Rental 

k) Air Transportation 

l) Taxi, bus, and limousine 

m) Lodging 

n) Meals 

o) Telephone Calls 

p) Registration Fees  

 

a.  Use of Personal Automobiles 

Personal vehicle travel will be reimbursed at the then current IRS rate, plus parking and tolls. 

Mileage will reflect the most reasonable direct route from the worksite to the destination. 

Reimbursement should not exceed the cost of commercial transportation, where available. For 

two or more persons traveling together in the same vehicle, only one person will receive 

reimbursement. Carpooling is required, unless otherwise approved by the supervisor. 

 

b.  Cost of Car Rental  

All car rental requests must be approved in advance. Automobile rentals should be limited to 

situations where other means of transportation are not practical, economical, or available, and to 

emergency situations. Reimbursement costs include the daily rental fee for a compact or 

economy car for a single person or a midsize vehicle for two or more travelers, mileage fees, 

gasoline charges, parking expenses, and tolls. 

 

Those traveling on district business will request a corporate, government, and/or educational 

discount when renting cars. The district credit card will always be used when renting a car unless 

otherwise approved ahead of time by the superintendent or designee. 
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When renting a car, the individual will purchase “collision,” “loss damage,” “loss damage 

waiver,” and/or “damage waiver” insurance. This type of insurance covers damage to or theft of 

the rental vehicle. This is the only types of insurance the district will pay for. 

 

The district will not reimburse the employee nor pay for “personal accident” or “personal 

liability” insurance. Nor will it reimburse or pay for the cost of “accident liability,” “liability,” or 

“excess liability” insurance. The coverage offered by these types of insurance is part of the 

individual health insurance plans and the district’s risk management program. If employees have 

an accident, they must file a report with the rental company and the business office immediately 

upon return. The business office will file a report with the district’s insurance carrier. 

 

c.  Air Transportation   

All air travel must be approved in advance. When the most efficient travel is by air, 

reimbursement will be limited to coach fare. An employee may upgrade travel class at any time 

by paying any additional costs themselves. All air travel should be prepaid using district or 

personal credit card or purchase order. If the employee makes payment for the cost of air travel, 

the passenger receipt will be required for reimbursement. Flight reservations will be made at 

least 30 days in advance of travel to obtain discounted fares, unless advance purchase isn’t 

possible and approved by a supervisor. 

 

d.  Taxi, Bus, and Limousine 

Employees will select the least expensive mode of ground transportation. Such transportation 

shall only be used when reasonably necessary, such as transport to a hotel from the airport. 

Whenever available, the employee will avail himself or herself of hotel and conference 

complimentary shuttles and the like. 

 

e.  Lodging 

Reimbursement shall be allowed for accommodations subject to the limits determined by the 

superintendent or designee, when lodging is not included in the registration fees associated with 

the event requiring the employee to travel. When choosing room sizes and occupancy, the most 

economical solution will be utilized (i.e. four people to a condo, three-room suite, two beds, one 

bed) unless extenuating circumstances are demonstrated. Whenever possible, lodging should be 

prepaid either by district or personal credit card or purchase order. If the employee is required to 

make payments, the actual hotel bill will be required for reimbursement. 

 

Many lodging facilities provide a special government, corporate, and/or education rate, at a 

reduction of normal charges. Employees must request this rate for lodging when available. 

 

Overnight lodging will not be reimbursed or paid for if accessed by non-conference members 

(i.e. family members). 
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Overnight travel will not be reimbursed except in case where the intent of the travel (the 

workshop, conference, etc.) will be impacted by daily travel to and from the supervisory union. 

Such impacts may include but are not limited to length of trip (i.e. cost of mileage will be more 

than cost of lodging or longer than 3 hours’ total travel time), hour the event begins and/or ends 

(est. 2.5 hours single trip), or weather-related concerns (i.e. winter weather advisory or warning). 

 

f.  Meals 

For overnight stays, the cost of meals during the duration of the employee’s travel outside the 

supervisory union will be reimbursed with prior approval from supervisor or superintendent. 

Reimbursement shall be for the actual meal expense incurred, including tips, subject to the limits 

determined by the superintendent or designee. Meals included in the cost of registration fees or 

when served by airlines at no additional charge to the traveler shall not be submitted as 

reimbursable items. Only reimbursable items are to be on the detailed receipt for reimbursement. 

If non-reimbursable items (i.e. alcohol) are on the same receipt as the meal, then tax and tip will 

not be reimbursed. 

 

Any limits on the amount of reimbursement for meals, will be as determined by the 

superintendent or designee and outlined here: Breakfast: $10.00; Brunch/Lunch: $15.00; and 

Dinner: $25.00. These limits include tax and tip. 

 

g.  Registration Fees 

Registration fees will be paid directly, upon arrival, to the sponsoring organization upon 

submission of the appropriate requisition form. 

 

Non-Reimbursable Expenses 

Reimbursement shall not be made for expenses incurred for the sole benefit of the traveler, 

including but not limited to: 

 Traffic fines for parking or motor vehicle violations, including speeding 

 Lost or stolen cash or other personal property 

 Alcoholic beverages or tobacco products 

 Cancellation fees for unreasonable failure to cancel reservations 

 Personal vehicle mileage reimbursement that is in excess of the cost of commercial 

transportation to and from the stated destination 

 Spouse or other family member expenses 

 Laundry services 

 Additional fees charged by airlines for additional baggage, seat selection, and the like. 

 Internet access unless preapproved by supervisor for business purpose as necessary for 

the trip 
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Travel Advances 

Due to the availability of district credit card, personal credit and debit cards, and purchase orders, 

travel advances will not be granted unless, at the superintendent’s discretion, it is deemed 

necessary due to extraordinary circumstances. 

 

 
 Date Warned Date Adopted Date Revised 

Orleans Central Supervisory Union 07-11-2016 07-21-2016  

Albany School District 07-27-2016 08-18-2016  

Barton School District 07-27-2016 10-17-2017  

Brownington School District 07-27-2016 08-16-2016  

Irasburg School District 07-27-2016 08-18-2016  

Glover School District 07-27-2016 08-16-2016  

Lake Region Union High School 07-27-2016 08-08-2016  

Orleans School District 07-27-2016 08-18-2016  

Westmore School District 07-27-2016   

 

Legal Reference(s): 

 

Cross Reference:   

 


