Pacific Grove Unified Schoo] Districts

Al Personnel Bepulation #4023

Fer Bozrd policy gnd Edvcation codes 44037 and 44033, the fellovang are guidelincs for 12ave] zod expenze
paymenl Al raees for icavel aid expense paviment will be raviewerd] wrmoadty veing Feders] G54 Thmestc per diem

Tates.

AL Travel Within the Districi

1.

-
‘.

L]

With prior weitten .approve] from the S Administrator or Supervisor, of as moled in the joh
degcriptinn, employess Toay clainn milcage at the ¢urread Dastnied upproved rate.

Feimbursement will oecur when sn smploves submits an appresved Regwest for Beimbursemant tom.

3. Allclaims cous: be sitade U the fizcal year that bey voewrred.
4, Permils cule of ceimbursemen will be cocrent LIRS mate.
B. Travel l_‘.'J'uuidE the Lristrict

A emgploves arending & eonferomoe or meeting at Thistriet enpense moust bave privr wiillea spproval By e
Site Adhiministrators Supervicar oo the appropriate authorization Tors,

Atendaoce will be subieet tw funds evedabiliy os verified by (e Assistenc Soperintendeor, Busivess,

Resmbraraement for Travel

1.

Bk

Emplovees may be ceimbursed for automobile teavel expenses on the cuoeont RS miz. A
reimbureement s for actoal mules ruveled it private vehicles equal to.the rate correbliv estahlished
by the Distoict.

When two ur moce people are allsnding the sume conference or meoting, every cfort should be made
o arilize a siogle vehicle,

. When & ringle privately ownod vobicle iz approved for (eave], and fwd or more share ttensportacoo,
mileage mimbturezment will be for ool one parry atending de conference ar nesling.

4 Tn all reimborsement for trevel, the maxinem angenl ollewed shail be equal 1o the cosi of tevel oy
odinany air fare.

& Farkdog charges, (Erry, and bridge 10lls, or olber such relaied expenacs, shall be allowed i addition
o mileage, Expenses are tn he supgsorted by receipls,

& Tips for meals wil: not be reimburkcd.

K Furchase of aleubel with Disirict funds s prokibied.

¥ Expenecs related to rented wehicle, taxi, airpott bus, endfor public oaasit are tn be reimbucsed based
upen actuyl and necessary expenses, and suppotted by recelpls.

it In instances of cash purchese of ainplane, train, bus, or other eommaon caitéicr faves, the claim must be
supported by 8 coceipt.
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Pacific Grove Unified School Districls

A1l Personnel Fegulaton 5033

EEIMBURSEMENT FOR CONFERENCE AND MEETING EXFENEE

For Dient

Employees may ¢lam 2 per diem mte wher friveling. The request for per diem will be ooted on dhe Foquent
to Attend form. If por dierm :5 claimed, the emplaves i1l feceres the fell allewsncs desimated vo the G54
chart &5 of Octaber 1. 2008 [o7 the arce of wave? for cach day of wrave! (receipr for lodging sequitedt, The
followdnye 3s u paciial s, Addifosal inicnoation may be obteined by coniecting the Businees Gifice.

. - Desighared Bouthern Califorpis Arens =
Los Aageles - Orangs Gan [Nego
County County County
1 '
Maximom Per Diem — Mlewls :
£ heCElpls Feqitid) L1 E51 S61
Brealkfas] L &l12 iz ald
Lunch 518 3k 518 i
THnher LKD) £3) §31 |
BMazimum Per IHem ~ Lodging i I
st Hawo receips) Fon B0 F124 - 3117
2, Desjgnated Central Colifomge, Areas *
Lacramentn Fresno Kero
County County - Counly
Maximum Per Diem - Meals :
_{NVo recelpts regudred) 554 . 551 | 4
Breakfisl . £11 14 I
Luoch Bl 515 1i2
Thikzer 52% 526 £21]
* Maximum Fer [Hetn - Lodging
{(Musi have recpipr) 594 71 ¥62
3. Deaignated Mocthero Califonia Areas *
Abneda | San Franzisco E.a;'.vta Clara 3an Matep
Crnunty Cournty | County Counry -
Maximum Per Diem — ¥lcals
(e receipds reguired] . $54 561 g56 h e I
Broakfast 11 812 1 311 310
Lanch : 316 310 _ i 113
Dinoer 329 53l b P
Maxinsem Per Diem - Ladgiog
{(Must kave regelprl SR 4130 Fim ¥Ra

* Wefurenee; mvow.pia.pov, cifective October 1, 2005
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all Biphts Beserved by PGLIRD.
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Edited Junuury 20, 2006



Paciﬁc Grove Unified School Districts

AN Personnel | Repunfation w4033

a] and Mecesrarr or U

atad, TUnusueal or Exeeptivoa) Cibe

1f en employes does oot believe that the per diem allowanee will he sofficient sor the actual and nocessary
cxpenees required for the travel conference, the Beques wo Attend foym will be compieted aoting the
requested fomdz, This vequest musl receive prinr approvad by the Sitc Administrator or Superviaar.
Feimbuorserneal will Toguire receipls, 1T recgiped are not prﬁcnt-:d, payment will be made af the par diem
[rit]-H

2. 1f while maveling ur atending & confersnoe. a0 wbanticipaled, wnogual or cxcepdonal EXpEDse OcCumE, the

. cumployes may, epon seurning o the Dishict, pequest Tapayment. Such request moost have the receipl und
written noGificatipn for peveoent.  IF approved by the Site Administetor!Superyvisor, the request wiil be
fupaarded to Business Office for budget werification and peyvmenit.

1. In the evenl & disgante develops 38 10 whether cxponace sre actusl, andhor aecessary, the employec iy
request i decision from the Suparmtmdnnt If the ermployes 1= ool salished with the Superintzodent’s
decizion, the emploves may request that the Board review the matter 2nd issue a8 decision, which shall b
finel.

MOTE: This regulation will be implemioted on Lhe date that it 35 adopted by the Boerd, Mo retrosetive ]:m:.rmmtﬁ
will anour,
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