Pacific Grove Linified School District

All Personnel Policy #4033

TRAVLEL EXFENSES

The {Foverning Board of the DHstricl shall pravide for toe payment of the actual and necessary
expenses, including travenng sxpanses, of any emploves of the district incurred in the course of
performity servicas for the District, whether wilhin or putzide the Distret, umdser the dircetion of
the Goverming Beard. (Calif. Ed Code. 44032} '

The Superiztendent or designee shzi] establish procedures thal ensure the responsible uwse of
Dictrict resources, fair and equitable reatment of all etmplovess and complisnee with Education
Coide,

The Superintendznt or designees mwy approve emploves requesis 1o afend meetings and
conferences in aceorttence with the sdopted budget.  Reimburzement procedures shall wllow for
eithar the options] voluntary selection of a flat rate per diem of actuad and necessary expenses.
Betmbursements cates will fuliow the Tederal G3A Domestic Per Diern Bates gume]mes aned will
be teviewed annually.

Rcimbwscml:nt procedures  shall allow  for consideration of wnanticipeted, wnosusi, or
exccptinnal fircumstapces. :

The Supenntendeni ar degigmes shall esiwbiizh progedpres that allow for the subnussion,
verification snd timely handling of expénie claime.

The Supetinlendent or desipmes may aurhockze an advence of fundy to cover NeCoIsary expenses
of allow the vge of & Dastrict credit card.

The Board may sstablish en alleweance on gither 3 milcage or a mwonthly basis to reimburse
designated cmplovees for the wse of their own velucles in patformance of aselgnsd duties, The
wileape reimbureement rate shall be the standard milengs rale estaplished yeurly by the Federal
[ntemnal Bevenwe Service,

Alb out-of-state trave) must have Board spproval, Travel expenses not previously budgeted alao
must be approved on an individual basis by the Board,

Leeg] Befersnces:
EDUCATION CODE

d4037 Travel expense payment
ddf133 Automobile allowsance
44576 Benmueration of trainess

Mahapement Kescurces:
.5, Fetieral Setvices Adiministration warw, gsa, pov

MNOTE: Thas policy will be implerpented on the Jdate that it 35 approved by the Board for
1ssuance. Ne refrosctive payments will occur.
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