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6471 SCHOOL DI STRI CT TRAVEL

effective and
menting policies
.J.S. A 18A:11-12
sury, Ofice of
and 06-14-
S pertaining

The Board of Education shall ensure
efficient use of funds by adopting and i
and procedures that are in accordance
and State of New Jersey Departnent of
Managenent and Budget (NJOVB) GCircula
OvB (OWMB Circulars) and any super

to travel, neal s, event s t he
addi ti onal requirenents set | f
any superseding circulars of and
Budget conflict with the provisi . C. : , the
provi sions of the superseding cir al | govern.
A Definitions

1. For t he purp Pol i cy, “travel

id by the school
or Federal funds,
he school district or by

for travel by school
di strict Board of Education
ing five types of travel

g and seminars - neans all regularly
f or mal residenti al or non-
training functions conducted at a
el , convention center, residential
or at any educational institution or

entions and conferences - neans general
ogr ans, sponsor ed by pr of essi onal
Associ ations on a regular basis, which address
subjects of particular interest to a school
district or are convened to conduct
associ ati on busi ness. The primary purpose of
enpl oyee att endance at conf erences and
conventions is the developnent of new skills
and knowl edge or the reinforcenent of those
skills and knowl edge in a particular field
related to school district operations. These
are distinct from formal staff training and
sem nars, although sone training nmay take
pl ace at such events;
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C. School district sponsored events - nmeans
conf er ences, conventi ons, receptions, or
special neetings where the school district

pl ans, develops, inplenents, and coordinates

the event and is the event’s primary
backer . School district
actively involved in workj
ot her enpl oyees may atten

t he
parti ci

d. Regul ar school distric
regular official bugi
attendance at neetj
ot her gat herings
definitions incl
Regul ar school
i ncl udes attendan

, confer
are not

State county and Depar
Educati on associ ation
events pr charge and
schedul ed i

activities on fee
not -«ceed_

he $150

Board nenbers,
and obj ect

Expenses

t he aut hority to issue travel charge
al | owed under t he St ate Circul ar,

etings with school

fi nanci al

enpl oyees are

event and
pant s;

neans all
i ncl udi ng

and any
ed by the
above.
| also

larly schedul ed in-

t ment of
sponsor ed
regul arly

sional  devel opnent

t hat does

or Board nmenber.

limt per

may be adjusted by

district
at which
i ves are

in either the State or Federal
that conflict with New Jersey school |aw
18A:1-1 et seq.) shall not be included in
cy nor authorized under N J.A C. 6A 23A-
seq. This includes, but is not limted to,

cards as
but not

authorized for school districts under New Jersey

school | aw.

2. School district travel expenditures shall

i ncl ude,

but are not limted to, al | costs for
transportation, neals, |odging, and registration or
conference fees directly related to participation

in the event.



Second Readi ng — 8/ 30/ 10 Board Meeting FI NANCES
6471/ page 3 of 26
School District Travel

M

3. School district travel expenditures in accordance
with this Policy and N J.AC 6A23-7.1 et seq.
shall include costs for all required training and

all travel authorized in school district enployee
contracts and school Board policies. Thi s

i ncl udes, but i's not limte to, required

f training and
and attendance
ed in existing
ch travel neets
et seq.

prof essi onal devel opnent, other
required training for Board ne
at specific conferences

enpl oyee contracts, provide
the requirenents of N J.A

4. All such expendi t ur ' to the
requi rements of N.J. 3-7.1 et
seq., including but ion in
the annual travel or Board pproval ,

separat e tracking, rei mbur senents.
C. School District Tra

1. Al travel by
Boar d

enpl oyees and
Ily necessary and
district trave

to and within the scope of
Board nenber's current
for school di strict
district's professional
t he school bui | di ng
devel opnent pl an, and an
i ndi vi dual professional devel opnent

travel t hat is critical to t he
ucti onal needs of the school district or
hers the efficient operation of the school
strict; and

C. In conpliance wth State travel paynment
gui delines as established by the Departnent of
the Treasury and wth guidelines established
by the Federal Ofice of Mnagenent and
Budget; except those guidelines that conflict
with the provisions of Title 18A of the New
Jersey Statutes shall not be applicable,
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including, but not limted to, the authority
to issue travel <charge cards. The Board
specifies in this Policy the applicable

restrictions and requirenents set

forth in the

State and Federal guidelines including, but

not limted to, types of trdavel, nethods of
transportation, mleage all ce, subsistence
al | onance, and subm ssj of supporting
docunentation including , checks, or
vouchers.
2. Rei mbursenment for all ut-of -State
travel shall be nade 18A: 11-
12. I n accordance w N J. A C
6A: 23A-5. 9:

a. Qut-of -State s shal |

rd nmenber

travel

enpl oyees
content off
as applicab ion
get ed
of

wher e t he

A.C. 6A:23A-7.1
or regiona

is

nt occurs on two or nor
mles.

e a travel event has a tot
ceeds $5,000, regardless of t

be limted to
s or affected

ire and present the
d nmenbers or staff,

of the event.

by a New Jersey-

to enpl oyees

New Jersey school
rsement for |odging may be

sponsori ng

a waiver pursuant to the

1. \Were the
in scope and

to school district enployees and/or
nmenber s from mul tiple St at es,
gnt for |odging may only be provided

e consecutive

and where hone to event comute exceeds

al cost that
he nunber of

att endees, or where npore than five individuals

fromthe district are to attend a travel event

out-of-State, the school district

shall obtain

the prior witten approval of the Executive
County Superintendent. The Executive County

Super i nt endent shal | pronptly
request and render a decision
wor ki ng days.

review the
wthin ten
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C. For all enployee and Board nenber travel
events out of the country, regardl ess of cost
or nunber of attendees, the school district
shall obtain the prior witten approval of the
Executi ve County Superi nt endent . Such
requests  nust be support by detailed
justification. The cutive County
Superi nt endent shal | review the
request and render a ion wthin ten
wor ki ng days. It is t hat approval s
will be rare.

Travel Rei nbursenents

1. Travel rei mbur senment
conpliance with all pr
7 and the Board's
requirenents.
paynments  or
conpletion of t
at NN.J.AC 6A2

pai d upon
f N J.A C. ~ 6A 23A-
ures and approval
not ratify or approve
for travel after
except as provided

menber, a nenber of his/her

busi ness organization in
nterest, has a direct or
ol venment that may reasonably
to inpair his/her objectivity or
of j udgnent .

shall not act in his/her official
n any matter in which he/she or a menber
21 imediate famly has a personal
that is or creates sone benefit to the
of ficial or nenber of his/her imediate
or undertake any enploynent or service,
conpensated or not, which may reasonably be

expected to prejudice his/her independence of
judgnment in the execution of his/her officia
duti es.

Maxi mum Travel Budget

1. Annually in the prebudget vyear, the Board shall
establish by Board resolution, a maxinmum travel
expenditure anmount for the budget year which the
school district shall not exceed. The Board
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resolution shall also include the nmaximum anount
established for the prebudget year and the anount
spent to date

a. The maxi mum school district travel expenditure
amount shall include all tr | supported by
| ocal and State funds.

excl ude travel
al funds from
anount . | f

b. The Board may elect
expendi tures supported
the maxi num trave

Feder al f unds from t he
establ i shed naxi ard shal
include in the i mount of

travel supporte
prior year,
t he budget year.

and projected for

ds from the annual
not exenpt such

s applicable to

di strict business travel as
C 6A: 23A-1.2 includes
gul arly scheduled in-State
pd  Departnent of Education
ati on sponsored events free
: also includes regularly
in-State professional devel opnent
es for which the registration fee does
$150 per enpl oyee or Board nenber

school district business travel as
ized in this Policy requires approval of
Superintendent prior to obligating the
rict to pay related expenses and prior to
tendance at the travel event.

(1) The Superintendent shall designate an
alternate approval authority to approve
travel requests in his/her absence when
necessary to obt ai n tinmely Board
approval .

(2) Regulation 6471 provides the procedures
for the internal | evels of approval
required prior to Superint endent or
desi gnee approval of the travel event, as
appl i cabl e.
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G Travel Approval Procedures

1. Al travel requests for enployees of the district
shall be approved in witing by the Superintendent
of Schools and approved by a majority of the ful
voting nenbership of the Board, cept where the
Board has excluded regular bu ss travel from
prior approval pursuant to provi sions of
N.J.AC 6A 23A-7.3(b), pri obligating the
school district to pay rel nses and prior
to attendance at the trave

a. The Superintend

requests in his
obtain tinely Boa

the procedures for
roval required prior
desi gnee’ s appr oval
abl e.

enbers shall require
jority of the full wvoting
, except where the Board has
iness travel from prior
he provisions of N J.AC
e travel shal | be in
18A:12-24 and N. J.S A

approve, at any tine prior to the
or multiple nmonths as long as the
, as detailed in Board mnutes,
he approval by event, total cost, and
enpl oyees and Board nenbers attending the
General or blanket pre-approval is not

4. Where occasional unforeseen energent situations
arise wherein a travel request cannot obtain prior
approval of the Board, justification shall be
included in the text of the travel request. Such
requests shall require prior witten approval of
the Superintendent or designee and the Executive
County Superintendent or designee. The Board shal
ratify the request at its next regularly schedul ed
meeti ng. Travel to conferences, conventions, and
synposi uns are not considered to be energencies and
shal | not be approved after the fact.
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5. The Board, in accordance with the provisions of
N.J. A C 6A: 23A- 7. 4(d) excl udes from t he

requirements of prior Board approval any travel
caused by or subject to existing contractual
provisions, including grants and donations, and
other statutory requirenents, or eral regulatory
requirenents.

a. For the exclusion of
apply, the required
detailed, wth nunb
menber (s), and tot
contract, grant,
regul ati on.

oard approval to

event nust be
ee(s), Board
applicabl e
or Federal

i on, statut

(1) This does ude genera gr ant
ul ati ons t hat are
per ot require the travel
ecific travel event,

Board nenber(s)
etailed in the

or other fund

i ncl ude general contractual
i N | abor agreenents for
ducat i on or pr of essi onal
except where the Board has
its policy, a maxi num anount
enpl oyee for regular business travel
does not require prior Board
al pursuant to N.J.A C. 6A 23A-7.3.

e Superintendent or designee, nor the
all approve a travel request unless the
request for travel includes the follow ng
I nformati on:

a. Nane and dates of event;

b. A list of Board nenbers and/or enployees to
attend either by nane or title;

C. Esti mated cost associated with travel;
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d. A justification and brief statenent that
includes the primary purpose for the travel

and the key issues that will be addressed at

the event and their relevance to inproving
instruction or the operation of the school
district. For training ev S, Wwhether the
training is needed for certification
required for continued e ment, continuing
educati on requirenments qgui renment s for
Federal or State |aw, ur pose rel ated
to the progranms and rrently being
delivered or soon ted in the
school district, district
oper ati ons;

e. Account nunber Feder al ,
State, private,

total attendance

intained on file
i ch denonstr at es

travel policy,
, reports, and receipts
funded expenditures, as

D st¥ict Travel

3usi ness Adm nistrator/Board Secretary
all prepare item zed travel budgets
on and object of expense for each cost
epartnment or location maintained in the
rict’s accounting system as applicable,
the preparation of and docunentation for
school district budget:

he aggregate anmount of all travel Dbudgets
shall not exceed the Board approved nmaxinum
travel expenditure amount for the budget year
as required by N.J. A C. 6A 23A-7.3.

2. The School Business Adm nistrator/Board Secretary
shal | mai ntain separate accounting for school
district travel expenditures as necessary to ensure
conpliance wth the school district's maxi num
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travel expenditure anount. This may include, but
need not be limted to, a separate or offline

accounting of such expenditures or expanding the
school district's accounting system The tracking
system shall be sufficient to denonstrate
conpliance with the Board' s polj and N J.AC
6A: 23-7, and shall be in a detai format suitable
for audit.

3. The School Business Adm ni oard Secretary
or designee, shall revie all requests
for travel expenditure bmtted for
expenses incurred in t di strict
business as to co ntation
required by N.J. A C

Adm ni strator/Board
rove or issue paynment
or r ei mbur senment
docunent ati on and
d to support the
approve any travel
added to already
axpendi tures woul d exceed the
maxi mum travel expendi ture
get year.

a. The School

of trave
requests u
i nformati on

Adm ni strator/Board Secretary
ble  for t he adequacy of
transactions processed by their
retention of that docunentation to
their records.

of the Board, a Board nenber, or
, shall not receive paynment, either
full, for travel and travel-rel ated

advance of the travel pursuant to
. J. . 18A:19-1 et seq. The paynent of trave
and travel -rel ated expenses shal | be made
personally by a school district enployee or Board
menber and reinbursed at the conclusion of the
travel event. This applies to travel-related
purchases for which a purchase order is not
appl i cabl e. This provision does not preclude the
district from paying the vendor directly wth the
proper use of a purchase order (e.g., for
registration, airline tickets, hotel).
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Sanctions for Violations of Travel Requirenents

1.

Any Boar d of Educati on t hat vi ol at es its
establ i shed maxi num travel expenditure as set forth
in NNJ.AC. 6A 23A-7.3, or that otherwise is not in
conpliance with the travel limtatj
N.J.A C 6A 23A-7 may be subje
t he Conmm ssioner as authorized
18A: 4-23 and N J.S A

reduction of State aid in
excess expenditure pursu
and N.J.S. A 18A: 7F-60.

ns set forth in
0 sanctions by
uant to N J.S A
4-24, i ncl udi ng
equal to any
A 18A:11-12

S

uest or
A 23A-7
district
ee times the cost
he event pursuant to

A person who appr
rei mbursenment in vi
shall be required to
in an anount equal
associ ated w
N.J.S.A 18A1

a. 23A-7.7(b) (1) the
endent of School s
3 Adni ni strator/Board

person(s) wth the final
for travel and therefore

0 this penalty.

genber who violates the school
po¥icy or these rules shall be
rei nburse the school district in an
to three tines the cost associated
the event pursuant to N J.S A

s it is determined a violation of the
8 of N.J.A C. 6A:23A-7 has occurred after
ment has been nade, the Superintendent of

shal | be responsible to ensure the
sanctions as outlined in NJ.AC 6A 23A-7.7 are
i nposed. If a violation is determned prior to

paynment or reinbursenment of the travel event, no
consequences as outlined in NJ.AC 6A 23A-7.7
shall be inposed; however, the Superintendent may
i npose di sciplinary action as necessary.

The annual audit conducted pursuant to N J.S A
18A: 23-1 shall include test procedures to ensure
conpliance with this Policy and travel limtations
set forth in NNJ.A C. 6A 23A-7 and N.J.S. A 18A: 11-
12.
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K. Prohi bited Travel Rei nbursenents
1. The following types of expenditures are not
eligible for rei nmbursenent:

a. Subsi stence reinbursenent f one-day trips,
except for neals expressly hori zed by and
in accordance with the pr ions of N J.AC
6A: 23A-7.12;

b. Subsi stence reinburs rnight trave
within the State, t hori zed by
the  Conmm ssi oner with the
procedures set f -7.11;

C. Travel by Board or enpl oyees whose

duties are unrelat the purpose of the
travel eveg not required to attend
to neet | ion requirements or
to conply tion;

union partners,
famly nenbers,

attendance for coordinating
commodations at the trave

refreshnments for training sessions
cats held within the school district
in-service days and for enployee
s traveling from other |ocations
t he school district;

ing to maintain a certification that 1is
required as a condition of enploynent
exanple: CPE «credits to maintain a CPA
icense if the enployee is not required to be

a CPA for conti nued school di strict
enpl oynent ) ;
Charges for | aundry, val et servi ce, or

entertai nnent ;

Li nousi ne services and chauffeuring costs to
or during the event;
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j . Car rentals, either utilized for airport
transportation or transportation at a

conf erence, conventi on, etc., unl ess

absol utely necessary for the conduct of school
district busi ness. Justification nmust

acconpany any request for
approved, the npbst econo
car rental is to be used,
subconpacts, discounted
An exanple of the justi
is when an enpl oyee 4i
i nspections at vari
of public trans
When car rental
shall not be is

is
aut hori zed,

rental s. | f
schedul ing of
udi ng the use of
special rates.
of car rental
St ate, naking

and the use
acti cabl e.
enpl oyee
for the

anti ci pat ed exp ociated wth the

rental ;
k. Al cohol i c

| . Entertainne

d!v= i on, i

sports

t el ephone charges
ality roorms;

S,

qg. Aj 1
at | east t hree airlines
servi ces; and

r. Ot her travel expenditures that

and/ or excessi ve.

di ng amusenent,

es and any costs

uch costs (such as

events, nmeals,

transportati on, and

in_ excess of t hose
per diemrates;

or third party

nirs, nmenorabilia, pronotional itens, or

fare w thout docunentation of quotes from

and/ or onl i ne

are unnecessary
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L. Travel Methods
1. For the purposes of this Policy, “transportation”
means necessary official travel on railroads,
airlines, shuttl es, buses, t axi cabs, schoo
district-owed or |eased vehicl and personal
vehi cl es.

2. The purchase or paynent of
expenses shall be nade

d transportation
ase order or

personally by a school di yee or Board
menber and reinbursed i of the
travel event. An ac [ [ ceipt for

each purchase or exp ' d with a
claimfor reinbursene

3. Pursuant to OwWB GCircul he

met hods require

following trave

a. Air and
t he
onlj

be purchased via
using airline or
as Travelocity,

b. only be authorized when
it IS necessary and
conduct school district

nost econom cal air travel should be
i ncluding the use of discounted and
spechal rates;

he fol |l owi ng options shoul d be
onsi dered when booking tickets:

(a) Connecting versus nonstop flights;

(b) Departing earlier or |ater conpared
to the preferred departure tine;

(c) UuUtilizing alternative airports
W t hin a city, i.e. Chi cago,
[Ilinois — Mdway Airport versus
O Hare Airport;

(d) Uilizing alternative cities, 1i.e.

Newar k ver sus Phi |l adel phi a;
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(e) Uilizing "low cost” airlines; and

(f) Exploring alternate arrival and/or
departure days.

(3) No enployee or Board
benefits as a result
funded travel
menbers are prohi
"Frequent Flyer"
school district

can earn
school district
yees and Board
from receiving
accruing from

(4) Airfare
Busi ness
fully rei

ot

econony,

_routings or
ation; or
in overal |

tation cost savings.

ot her than econony and not
above exceptions purchased
or Board nenber shall only
2d at the econony rate for the
pr oved desti nati on;

estimates on travel requests and
assog€l at ed aut hori zati ons shal | be
onsistent with current airline tariffs,
ith consideration of available special
fares or discounts, for the requested
destination;

Airline tickets shall not be booked until

al | necessary approval s have been
obt ai ned,;

(8) Justification shall be required when
actions by a travel er result in

addi ti onal expenses over and above the
authorized travel request. Suf fici ent



Second Readi ng — 8/ 30/ 10 Board Meeting FI NANCES

(9)

C.

(4)

6471/ page 16 of 26
School District Travel

M
justification shall be considered only
for factors outside the control of the
pur chaser. Addi tional expenses w thout
sufficient justification shall not be

rei nbur sed; and

Justification shall npany requests
for airline ticket | mbur sement  when
purchased by enplo r Board nenbers
contrary to regul ati ons.
Suf ficient ] shal | be
consi dered onl outside the
control of nconpl i ant

pur chases fficient
justificati ursed.
Rei mbur sement pur chases with
sufficient cation shal | be
ot he and reinbursed in

bove procedures.

aut hori zed when
necessary and
school district

scheduling of rai
utilized, i ncl udi ng
gover nnment di scount s,

one enployee or Board nenber is
ing within the Northeast Corridor,
ansit shall be used as the rai
ption. Use of Amrak wll not be
uthorized unless it is the only nmeans of
travel avail abl e;

The use of high speed rail services, such
as Acela, shall not be authorized;

When two or nore enployees and/or Board
menbers are traveling to the sane event
in the Nor t heast Corri dor (bet ween
Boston, MA and Washington, DC), rali
travel shall not be authorized. In those
cases, the travelers nust use a school
district vehicle or, if not available, a
peasonally-omned vehicle nust be used;
an
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M

n

the Northeast Corridor nust be processed

in the sanme manner as prescribed for ai
travel above.

d. Use of a school district-
vehicle shall be the fir
transportation. Use
vehicle on a mleage
permtted for official
district-owned or le s avail abl e:

(1) Mleage all
expenses
al l owed at
annual Stat
| esser rate at

aut hori z
ations Act, or

e

of t he contr act Wi |

| | owance;

means of public transportation;

r

or |eased
ans of ground
per sonal | y- owned
shall not be
where a school

oard’ s discretion for
d nenber traveling by
owned vehicl e on

the OVB circul ar,
in an existing
ed contract is in conflict
circul ar, such as the
rei mbur senent rate, t he

Parking and toll charges shall be
allowed in addition to nleage

Rei mbursenent for travel to points
outside the State by autonobile
shal | be permtted when such
arrangenent s prove to be nor e
efficient and econom cal than other

(d) In determning the relative costs of
private and public transportation,

all associated costs (i.e., tolls,
t axi cabs, ai rport, or station
transfers, etc.) shal | be

consi der ed;
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(e) Al enpl oyees and Board nenbers

using privately-owned vehicles

in

the performance of their duties for

the school district shall present

a

New Jersey Insurance ldentification

Card I ndi cati ng
coverage is in fu
W th conpani es
Depart nent of

hat i nsur ance
orce and effect
ved by the State
g and I nsurance.

The card sha e available to

t he desi gnee
bef ore use
privat el

(f) Enpl oy 0 are
out - of - ¢ dents nmust” provide

rd;

be utilized

events or transportation.

M Routi ng of” Trave

urance identification
New Jersey |nsurance

ed or Ieased
in
N. J. A C. 6A: 23A-

t axi cab char ges are
However, travel to and
ports, downtown areas, and
hotel and event site shall
be confined to regularly schedul ed
shuttle servi ce, whenever such
service is conplinmentary or is |ess
ostly. If shuttle service is not
avai |l abl e, taxicabs nay be used; and

(i) Cruises are not permtted for travel

1. Pursuant to OVB Circul ars:
a. All  travel shall be by the nost direct,
econom cal , and usual l y-travel ed route.

Travel by other routes as a result of official
necessity shall only be eligible for paynent
or reinbursenent if satisfactorily established

i n advance of such travel.
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b. In any case where a person travels by indirect
route for personal convenience, the extra
expense shall be borne by the individual.

C. Rei mbursenent for expenses shall be based only
on charges that do not exceedhwhat would have
been incurred by using nost direct,
econom cal, and usually tr ed route.

Pursuant to the OMB Cr
do not involve overni
eligible for subsist
nmeal s expressly aut
with the provisions of

trips that
| not be

general ly, overnight
le for subsistence
ithin the State.
such travel is
. "6A: 23A-7.11(c), or
grant, donation, or
with the district. The
night in-State travel event
1e approved grant, donation,
e agreenment along with the
Board nenber(s), and total
enments are subject to these
the funding acceptance agreenent
eI Wi se.

Pursuant to thg
travel shal |
rei nbur senent
Overni ght travel
aut hori

is authorized to grant waivers for
travel for school Board nenbers and
strict enpl oyees to attend in-State
in accordance wth NJ.AC 6A 23A-
| f a waiver is granted by the
Sloner, it shall permt reinbursenent for
expenses for only those individuals whose
hone to the convention conmute exceeds fifty mles.

Overnight travel wthin the State shall not be
eligible for subsistence reinbursenent if travel is
on the day prior to the start of the conference.
Rei mbursenent shall be prohibited for |odging prior
to check-in tine for the first day of the event or
after check-out time on the |ast day of the event.
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5. The United States General Services Admnistration
publ i shes a schedul e of Federal per diem rates in
the Federal Register for approved overnight travel
by the event |ocation. The |atest Federal per diem
rates schedule for |odging, neals, and incidental
expenses by location can be foundjhat ww. gsa. gov.
The followng restrictions appl al | onabl e per
di em r ei mbur senment s.

a. Al | owabl e per diem rei
neal s, and i nci de
reasonabl e costs,

for | odging,
be act ua
t he Federal

per diem rates | ocati on.
Regi stration are not
subject to the [ ps. |If
the event | ocati ongi [ , the maxi num

be $31 for
and $60 for | odging,
super sedi ng NJOVB

per di em
meal /i nci d
or anobunt
circul ar.

; 18A: 11-12(o0),
) ng expenses for
out-of -State or in-State as
Conmi ssi oner, nmay exceed the
rates if the hotel is the
i on, conference, seninar or
going rate of the hotel is in
per diemrates.

he hotel at the site of the current
event is not available, |[|odging
pe paid for simlar accommbdations at
rate not to exceed the hotel rate at
he site of the current event.

If there is no hotel at the site of the
current travel event (e.g. Atlantic City
Convention Center), then reinbursenent
for lodging shall not exceed the Federal
per diemrate.

C. If the nmeal is not part of a one-sumfee for a
travel event, reinbursenent mnay be approved
for the full cost of an official convention
neal that the enployee or Board nenber
attends, when such nmeal is scheduled as an
integral part of the convention or conference
proceedi ngs.
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(1) Receipts shall be submtted in order to
obtain reinbursenment in such situations.
The anmount of the Federal per diem rate

for the corresponding neal shall be
deducted from that day’s subsistence
al | onance.

d. The all owance for
i nci dental s shal
rei mbursenent when
registration fee,
transportation char

or neals, or
eligible for
d paid in the
| odgi ng or

e. Recei pts shall al otel and

i nci dental expen
(1) Meal

expenses the Federal per diem

not require receipts

purs 18A: 11-12.0.(3).
f I n total per diem
rei g ' C n the Federal per

Shal |l be considered
absence of subst anti al
onpanying the travel voucher
pl oyee or Board nenber. In
s shall be subnitted for

es and Board nenbers shall patronize
nd notels that offer special rates to
enpl oyees unl ess alternative
offers greater cost benefits or 1is
advantageous to the conduct of school
ct busi ness.

subsi stence expenses shall not be
I nbursable if paid by the traveler to a
enber of his/her famly, to another school
district enployee, or to a nenber of the
famly of another school district enployee.

O Meal Al lowance - Special Conditions - And Allowable
I ncidental Travel Expenditures

1. Meals for in-State travel shall not be eligible for
rei mbursenment except as expressly authorized within
N.J. A C. 6A 23A-7.
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Meal s during one-day, out-of-State trips required
for school business purposes may be authorized for
breakfast, lunch, and/or dinner in an anount
permtted by NJOVB. The Conmi ssioner shall post
the nost current rates on the Departnment of
Education website for reference.

Lunch for training sessions
aut horized for an amount up
when it s necessary th
menbers remain at a site
district and there are
at the off-site locati

retreats may be
per person only
ees or Board
their school
s for lunch

a. If lunch is inc
fee for the train
is eligible for rei

_ anmount
i f reasonabl e.

y also be provided
etreats held at a
chool district.
neetings and in-
hat conme from other
district shall not be
.A . C. 6A: 23A-7.12(d)).

N.J.S. A 18A:11-12a(1)(d),
0 menber retreats shall be
onsjte unl@ss there is no school district

for an enployee or Board
) be allowed at the school district
a radius of ten mles thereof, except for
essly authorized by and in accordance
provi sions of Section O of this Policy and
6A: 23A-7.12. Non- al | owed expenses
:, but are not Ilimted to, meals and
refreshnments for staff neetings and in-service
days.

Rei mbursenment may be approved for the cost of an

official luncheon or dinner, up to $7 and $10,
respectively, that an enployee or Board nenber is
authorized to attend, where such a neal IS

scheduled as an integral part of an official
proceeding or program related to school district
busi ness and t he enpl oyee's responsibilities.
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a. School district business above refers to the

managenent operations of the district and does

not refer to activities that benefit pupils

and are part of the instructional program
Pursuant to N J.A C  6A 23A-5.8(b)(4), al

reasonabl e expenditures rel d to district

enpl oyees that are essentia
a pupil activity are perm

6. Regul ar  neeti ngs, speci al
sessions of the Board of
to light neals and
menbers.

a. The neals may b

required to atten and where
ee to conmmute to and

i npractical for

from his
the work
or where tt
t he school
S acquire t

ired pursuant to

district’s food

the food service program

school
pard menber, dignitary, non-enployee

should be carefully ordered to avoid

all owabl e staff nenber one neal.

t he conduct of

and work
be [imted
al |

Board

0 are
It 1Is

i nning of the event,
quired to remain at
for the event.

he 1ight

ment s by the solicitation of

N.J.S A

service

preépare conparable neals at a

shall be

per neal shall not exceed

district shall purchase or prepare
ds that are sufficient to provide each

speaker,
Meal s
| ef t - over

f ood. Uni ntended | eft-over food should be

donated to a charitable shelter or
facility, if at all possible.

simlar

7. Al l owabl e incidental travel expenses are defined as

those that are essential to transacting
busi ness.

of ficial
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a. Charges for telephone calls on official
busi ness may be all owed. The voucher nust
show the dates on which such calls were nade,
the points between which each call was nade
and the cost per call.

b. Enpl oyees and Board ne using their
personal | y-owned tel epho or business my
request rei mbur senen | ess Feder al
Communi cati ons Tax. busi ness are
tax exenpt and the t any will make
all owances for th [ enpl oyee or
Board nenber ¢
conpany when payd
phones that sai

| y- owned

cC. I nci dent al necessarily incurred

by the connection wth the
transacti O busi ness, may Dbe
subm tted t only when the

necessity the expense are
d on the trave

approved. Travel
be supported by receipts

ity and unit price.

d to travel on business nust
andum of expenditures chargeable to the
t, noting each item at the tine the
pcur red, together wth the date

voucher shall be conpleted by the
Board nenber to docunment the details of
event. The travel voucher nust be

by the enployee or Board nenber to certify
he wvalidity of the charges for whi ch
rei mbursenent is sought. The form nust also bear
t he si gnat ures of appr oval officials for
processi ng.

3. Suf ficient docunent ati on shal | be mai nt ai ned
centrally by the school district to support paynent
and approval of the travel voucher.



Second Readi ng — 8/ 30/ 10 Board Meeting

FI NANCES

6471/ page 25 of 26

School District Travel

4. Each person authorized to travel shal

M

submt a

brief report that includes the primary purpose for

the travel, the key issues addressed at

t he event

and their relevance to inproving instruction or the
operations of the school district. This report

shal | be submtted pri or to

r ei mbur senment .

5. Docunentation for requests f
shal | show

a. The dates and i ndi
nunber of nmiles t | ed between
and ki nd of conv ce used;

b. If the distance bet ween
points is greater
these poi

di st ance

when

1ses, except for
diem allowances

of

recei vi ng

el rei nbursenent

travel ,

h points,

any given
e usual route between
son for the

greater

k day and actual
requesting
overni ght travel

shall be required for all
nmeal s that

and for

receipts for personal credit

shal | be attached to
requests. Credit card
shal | not be accept ed as
ent ati on of expenses;
charges on a hotel bill shall be
cted and shown on the bill

g. en lodging is shared jointly, the fact nust
be stated on the travel voucher;

h. Where travel is not by the nobst econom cal,
usual ly-travel ed route, the enployee or Board
menber rei nbursenent request shall set forth
the details of the route, the expenses

actually incurred, the hour of departure, the
hour of arrival, and an explanation for the

use of costlier travel arrangenents;
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i When travel is authorized in the enployee's or
Board nenber’s own autonpbbile on a mleage
basis, the points between which travel was
made and the distance traveled between each
pl ace must be shown. A statenent as to
ownership of the auto or her conveyance
used, as well as a Ification that
liability insurance is effect, nust be
docunent ed,;

J - Rei mbur senent reques
other receipts as r

supported by

k. The voucher shal

hal | be ‘rendered
$25. Travel for a
be reported as soon

l. Rei mbur sement re
nmont hly when in ex
single traue
as possi bl

6. Al'l out st andi ng
30

the school year
tted as soon as

ardl ess of anpunt,
6A: 23A-7.13(e) (12).

sement requests of the just
that are not submtted by
: pproved by the district for
of books,* whichever is earlier, for the
ed school year shall not be approved or

6A: 23A-7 et seq.

Adopted: 30 August 2010



