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Caldwell County Schools 



1914 Hickory Blvd. SW


Lenoir, NC 28645


Telephone 828-728-8407


Fax 828-728-0012

David C. Johnson

CFO   
Date:

July 1, 2019
To:

Directors and School Building Administrators
From:

David Johnson
Subject:
Travel Reimbursement Reminders Board Policy
Caldwell County BOE may reimburse employees for reasonable and necessary travel and other expenses incurred while performing official school business.  Updated reminder of travel reimbursement requirements:

Out of Town/Overnight Travel

· Actual original receipts are required – Bank Statements, Credit Card statements, cancelled checks are not acceptable.  Examples: hotel, shuttle, parking, baggage charge, airfare, registration.

· No receipt required for state approved flat rates for meals, ie. Per Diem meal amounts.
· Mileage reimbursement rate is set by IRS, each January.  Total mileage will be verified by online mileage calculation and must use the shortest route.  
When can meals be reimbursed during overnight travel status:

· Breakfast: depart from duty station prior to 6:00 am

· Lunch: depart from duty station prior to Noon (day of departure) or return to duty station after 2:00 pm (day of return)

· Dinner: depart from duty station prior to 5:00 pm (day of departure) and return to duty station after 8:00 pm.  

· Lunch must not be included in reimbursement request if it is included in the registration.

· Tips are included in the per diem meal allowance.

Excess Lodging Cost:

Excess lodging cost is allowed when an employee is in a high cost area and unable to secure lodging within the allowance amounts set by the Office of State Budget and Management.  Excess cost is not allowed for the reason of convenience or personal preference.  Efforts should be made to find a hotel within a reasonable vicinity that is at or near state rate.  Prior Authorization from the Superintendent is required before reservations and requesting reimbursement.
Unallowable Expenses:

Board Policy 7650 lists items that are not allowable expenses.  

“Unless specifically approved by the Board in advance, unauthorized expenses include, but are not limited to, alcohol or tobacco, entertainment activities (e.g., sporting events, pay TV, movies), personal services (e.g., spa, laundry), personal items (e.g., toiletries, magazines, souvenirs), supplemental insurance on rental cars, fines for traffic violations, and meals, lodging, or other expenses for spouses, children, guests, or pets...”
Examples of Unallowable Expenses (actual requests received):

· Excess baggage charge

· Taxi fares or rental cars for sightseeing trips/other extracurricular travel

· Entry fees to museums, movies, etc. while traveling

· Lunches when not staying overnight

· Airline fees for seat preference/early boarding

· Alcohol

· Snacks between meals

· Personal car service, in lieu of a taxi

· Meals for spouses/children

· Second checked bag fee (district only reimburses one bag)

· Fueling charge for car rental

· Hotel upcharge for additional guests
· Hotel movies

No personal expenses should be included with allowable district expenses.  

· If a personal expense is on the same receipt as the district purchase, the employee will not be reimbursed for any of the purchase. 

· Any item ordered must be shipped to a district or administrative location.  No reimbursement will be allowed if shipped to a non-district location. 
Employee Responsibility

An employee traveling on official state 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.
Pursuant to G.S. 138-6(c), requests for reimbursement shall be filed within 30 days after the travel period ends for which the reimbursement is being requested.  Travel period is defined as the month the travel occurs (Office of State Budget and Management Travel Policies).  
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