TRANSPORTATION — STAFF TRAVEL ADMINISTRATIVE PROCEDURES

. CLAIMS FOR REIMBURSEMENT

A.  Staff members are eligible to receive reimbursement for travel expenses and mileage
for work related expenses that would be deductible as a business expense as defined
by the Internal Revenue Code.

Travel vouchers must be properly completed and include all information requested
and be signed by the claimant. Any uncompleted vouchers will be returned to
employee for completion. Travel vouchers must be submitted to the business office
prior to receiving payment,

B.  The following guidelines will apply to personnel making claims for travel expenses
and mileage.
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Reimbursement for travel within the district must not exceed round trip mileage
from building or facility where assigned duty station for the day is located to
site being visited. Sec Attachment A for mileage amounts.

In making claims for out of district travel, if mileage exceeds Attachment B
mileage between Bemidji and community being visited, reimbursement claim
will include an explanation or mileage will be reduced.

Travel expense deduction for meals and lodging isn’t allowed unless the trip
takes the taxpayer away from home overnight or at least long enough to require
rest or sleep. The individual need not be away from his tax home for an entire
24-hour day or throughout the hours from dusk to dawn if his relief from duty is
long enough to get necessary sleep. Layover sufficient only for a short rest and
to get a meal isn’t “overnight”. (This is per the Internal Revenue Service.)
Meal costs included as part of registration fees and business purpose meals as
defined by the Internal Revenue Service will be reimbursable. We will consider
travel to and from the Minneapoiis/St. Paul area in the same day as requiring
rest or sleep for meal reimbursement purposes.

Air transportation and hotel or motel and parking receipts must be attached to
relmbursement claim forms if claimant is to receive reimbursement,

Lodging Reimbursement: The actual cost of lodging will be reimbursed. When
more than one person is traveling to a conference, at least two people are to
share a room. An individual room for each person is not reimbursable (except
of course, when men and women fravel together). Staff are responsibie for
making their own reservations. Due to scarce resources all staff are encouraged
10 acquire the best available room rates.
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Reimbursement for breakfast may not be claimed for the day staff members
leave the district regardless of the time of departure. Dinner reimbursement
may not be claimed unless the time of return, excluding the time spent dining, is
after 7:00 p.m.

Unless the circumstance is exceptional, reimbursement for meals will be subject
to the following limitations:

Meal Reimbursement:
$7.00 Breakfast
$8.00 Lunch
$14.00 Dinner

An explanation of exceptional circumstances should be included with the
reimbursement claim form if claimant is to receive reimbursement above
armnount set in guidelines. Reasonableness will be the guidelines in allowing
reimbursement for meals whose cost exceeds limitations or that are consumed
following the close of the meeting.

When requesting reimbursement a copy of the registration form and an
approved copy of the leave request must be attached to the travel voucher.

Individuals shail not include expenses for other personnel in making claims for
travel expenses and mileage. (As one example each person must claim their
own meal cost even if paid by one person.)

The amount claimed for refmbursement may not exceed that which is actually
spent.

In general, no more than two teachers from a school or department will be
allowed to attend & State or National meeting at the same time unless they have
received permission from the Superintendent prior to making travel
arrangements.

The School District does not reimburse staff members for expenses to accept
awards unless it is part of an in-service meeting where attendance has been
approved in advance by the Superintendent or designee. In general, staff should
get prior approval on all travel so expenses are approved prior to attending an
event.

In ali marters of travel reimbursement the Superintendent retains the authority to
make adjustments in reimbursements and his actions are not considered
precedent setting.
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TRAVEL REQUESTS

All travel outside the district must be preapproved. All travel outside the state must
be preapproved by the Superintendent or designee.

Due to insurance requirements a leave request must be submitted through
administrative channels for all out-of-district travel.

USE OF SCHOOL TRANSPORTATION

Rental vehicles are available for school district travel through the transportation
department. If a private car is used, the reimbursement rate would be the cwrent rate used
by the Internal Revenue Service per mile.

NOTE: Staff traveling to the same location must travel together in either the school car,
rental vehicle or private car to be eligible for reimbursement. The district will not pay
mileage for each person to take their private car to the same location.

TRAVEL WITHIN THE DISTRICT ON DUTY ASSIGNMENTS

When the assignment of a staff member requires day to day travel within the district
they will be reimbursed at the current rate of the Internal Revenue Service. That rate
will be posted in the business office of the District,

Staff members traveling within the district will record mileage on district forms that
may be secured from the building principal. These forms will serve as the basis of

reimbursement and shall be forwarded to the business office through administrative
channels once each month. See Attachment A for mileage smounts.

Mileage forms must be submitted each month and list mileage from the 1% day of
each month to the last day of the month. Forms must be submitted within seven (7)
days of the following month. {i.e., January 1 to 31 is due by February 7)

Specialists wifl not be paid mileage back home or back 1o their home school at the
end of the teaching day.
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BEMIDJI PUBLIC SCHOOLS
BETWEEN SCHOOLS MILEAGE CHART
ATTACHMENT A
High Middle | Central Horate | JW Smith | Lincoln | Northern | Solway Comm paul District
School School May Ed Bunyan Office
High - 2.4 2.3 5.2 2.9 4.5 6.9 12.0 2.8 3.5 1.9
Schooi
Middie 2.4 - 2.2 7.8 18 53 6.4 111 1.8 2.0 2.4
School
Central 23 2.2 -- 4.4 0.9 2.9 5.5 12.7 5 39 0.2
Horace 52 7.8 4.4 - 5.2 4.4 9.9 16.3 4.9 7.6 4.2
May
JW Smith 2.9 1.8 0.9 5.2 e 3.7 4.8 119 3 3.0 1.0
Linceln 4.5 5.3 2.9 4.4 3.7 - 28 16.5 3.4 7.3 2.5
Northern 6.9 6.4 55 3.9 4.8 8.8 - 14.3 51 53 5.7
Soiway 12.0 111 12.7 163 _ 11.9 16.5 14.3 -- 13.2 9.5 13.5
Comm £d 2.8 1.8 5 4.9 .3 3.4 51 13.2 -- 3.6 0.6
Paul 3.5 2.0 3.9 7.6 3.0 7.1 53 S.5 3.6 - 4.2
Bunyan
District 1.9 2.4 0.2 4.2 1.0 2.5 5.7 135 0.6 4.2 -
Office
Community Service Center to Jack & jill 1.6 Community Ed to Jack & KH 0.5
District Office to First City Schoot 1.0 Community Ed to Lakeside 0.7
District Office to Transportation 1.8 Middle School to First City Schood 4.2
District Office to Warehouse 0.4 Bridgeman to High School 2.5
District Office to Community Services Center 0.2 Lakeside to High School 2.2
Middle School to DEC 2.4
High School to First City School 2.0
5/21/13




ATTACHMENT B

ONE WAY

ONE WAY
MILEAGE _ MILEAGE

DESTINATION FROM BEMIDJI DESTINATION FROM BEMIDJI
ALBERT LEA 309 MARSHALL 251
ALEXANDRIA 133 MILLE LACS 133
APPLE VALLEY 240 MINNEAPOLIS 214
AUSTING 311 MONTEVIDEOQ 213
BAUDETTE 102 MOORHEAD 134
BLOOMINGTON 233 MORA 180
BRAINERD 97 MORRIS 178
BREEZY POINT 75 NEW ULM 241
BROOKS 63 NORTHFIELD 254
BURNSVILLE 240 NOYES 176
CLOQUET 139 OWATONNA 277
CROOKSTON 88 IPIPESTONE 295
DETROIT LAKES g2 RED WING 267
DULUTH 150 REDBY | 34
EAST GRAND FORKS 113 ROCHESTER 297
ELY e 173 ROSEVILLE 227
ERSKINE 53 SAUK RAPIDS 148
FAIRMONT 292 SHAKOPEE 204
FARGO 140 SHOREVIEW 212
FARIBAULT 262 ST. CLOUD 150
FERGUS FALLS 136 ST. JOSEPH 156
FOSSTON 42 ST. PAUL 221
GRAND FORKS 118 ST. PETER 258
GRAND PORTAGE 301 STAPLES 100
GRAND RAPIDS 69 STILLWATER 231
HIBBING 104 THIEF RIVER FALLS 91
HUTCHINSON 201 VIRGINIA - 130
INTERNATIONAL FALLS 112 WALKER 33
LA CRESCENT 356 WASECA 279
LITCHFIELD 191 Wit LMAR 188
LITTLE FALLS 117 {WINDOM 283
LUVERNE 320 'WINNIPEG 230
MAHNOMEN 73 WINONA 331
MANKATO 266 IWORTHINGTON 314

1. If destination is not shown on this chart, please iist actual mileage traveled based on your

odometer reading.

2. If additional mileage is traveled in excess of the amount on the char, please explain.






