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R 6471 SCHOOL DI STRI CT TRAVEL PROCEDURES

A Approval of Travel Expense Rei mbursenen

The follow ng procedure shall be i nted for al
of Education staff nenbers and
receive travel expense reinburs

accordance
the provisions of N J. A C. 6A: i

cy 6471:

1. Al'l requests for
Superi ntendent of
requested travel
established by the Sup
be considered and for
the Board for

ion of the

2. The Superintend
submitted to

nf ormati on:

er by nane or title;

ication of the inportance  of
/i dual s attending the event;

Stimated cost associated with travel.

M

Boar d

nbers seeking to

W t h

ted to the
bor to the
ti mefrane
equest to
request to

travel requests be
School Busi ness

and/ or the staff
for prelimnary
such request for

not be approved unless it

Board nenbers and/or enployees to

t hese

(1f

odging is shared with others, the fact nust be

stated);

e. Copy of agenda or itinerary for travel and
subsequent schedul e of events;

f. A brief statenment that includes the primary

purpose for the travel and the key issues that

will be addressed at the event and
relevance to inproving instruction or
operation of the school district;

their
t he
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g. For training events, whether the training is
needed for a certification required for
conti nued enpl oynent , conti nui ng education

requi rements, requirenents of Federal or State
| aw, or other purpose related to the prograns

and services currently bein

elivered or soon
or

to be inplenented in the ool district,
related to school district rations;
h. Account nunber — Federal,

State, private or

(1) In the ca
at t endance,

annual

previ year .

4. The Superintendent of
approve or deny each re
a school st
signature desict
request from sclt
r approval .

eview all
el either before or after
appr oval and pri or
3oard for Board approval.
determine if the expenses

18A: 11-12, N.J. A C 6A: 23A-7,

he current guidelines established by
O fice of Managenent and Budget .

the requested travel expenses are

nts, t ot al

shall review and nay
or travel submtted by

The  Superintendent’s
is required on each
for travel expenses

Adm ni st rat or/ Board
requests for school
t he

to
The
i nistrator/Board Secretary or
as
in the request are in conpliance wth
t he
ate travel payment gui del i nes
by the Departnent of the Treasury,
t he

he travel request for a school staff nenber
approved by the Superintendent of Schools and
in

conpliance with the guidelines outlined above,

the travel request wll be submtted to
Board of Education for approval.

cC. If any travel expenses requested by a school
t he

staff nmenber are not in conpliance wth

t he

gui delines outlined above, the School Business

Adm ni strator/Board Secretary wll return
request to the Superintendent of School s.

t he
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(1) The Superintendent may deny the request,
approve the request conditioned upon the
staff menber assum ng t he financi al
responsibility for those travel expenses
that are not in conpliance wth the
gui del i nes, or my the request to
the school staff o0 be revised in
accordance wth i delines outlined
above.

5. The Superintendent of the School
Busi ness Adm ni strator/ shall review
each travel request su nber .

a. The School

Secretary shall
menber travel
for Boar g
Adm ni str atk
det erni ne
travel

requests for Board
ubm ssion to the Board
The School Busi ness
ary or designee wll
as outlined in the
jance with N J.S A
7, the current
el i nes establ i shed by
the Treasury, and the current
i shed by the Federal Ofice of

travel expenses for a Board
onpliance with the guidelines
above, the travel request wll be
to the Board of Education for

travel expenses requested by a Board
are not in conpliance with the guidelines
ned above, t he School Busi ness
nistrator/Board Secretary wll return the
2quest to the Board nenber to be revised in
accordance with the guidelines outlined above.

6. Al travel requests nust be approved by a majority of
the full voting nmenbership of the Board at a Board
neeting unless prior Board approval is not required
in accordance with provisions of N J.AC 6A 23A-7
and Board Policy 6471.
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B. Rei mbur senment of Travel Expenses

Al'l approved travel expenses shall be reinbursed by the
Board of Education in accordance with the provisions of
N.J.A C. 6A 23A-7 and Board Policy 6471 inplenmenting the
foll ow ng procedures:

1. The School Business Adm nistr
desi gnee shall review all
expendi ture reinbursenent
incurred in the course of
to cost and support
N. J. A C 6A 23A-7.

Board Secretary or
ests for travel
for expenses
i ct business as
required by

2. The School Busines I Ni Secretary
shal | not approve [
expendi tures or i
requi red docugen
submtted to
approve any tra
al ready approved

Board app g endi ture anount for

requests until all
informati on has been
and shall not
that when added to

nistrator/Board Secretary shall be
y of docunentation of transactions
and the retention of that

the Board, a Board nenber, or organization,
e paynent, either partial or full, for travel
d expenses in advance of the travel pursuant
9-1 et seq. The paynent of travel and
ed expenses shall be nade personally by a school
Dl oyee or Board nenber and reinbursed at the
of the travel event. This applies to travel
pur chases  for which a purchase order is not
pl e. This provision does not preclude the district
payi ng the vendor directly wth the proper use of a
purchase order (e.g., for registration, airline tickets,
hot el ).

5. Al travel expense reinbursenent paynents to be nade to a
school staff nmenber or a Board nenber wll be nade to the
staff nenber or Board nenber in accordance wth the district’s
pol i cy regarding paynent of clains.

Adopted: 30 August 2010



