Dos and Don’ts of
Employee Travel
Reimbursements
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Name: Rachel Wright, Speaker
- Business Manager, Herrin CUSD No 4
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Best Practices for Employee Travel
Reimbursements

e Goals
o Necessary
Fulfills an Educational Objective
Consistent and Fair
Compliant with state and federal guidelines
Reduce audit findings
Within appropriate budget limits
Follows Board Policy/Administrative Procedures
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In The News

Chicago Public Schools employees spent 523.6 million in tax dollars on
lavish vacations at 5-star hotels and overseas trips. Much of it was

without approval (https://www.illinoispolicy.org/taxpayers-pay-23-6m-for-chicago-public-schools-
vacations/)

Out of state travel to Las Vegas, South Africa, Hawaii

“lax, vague, inadequate and unenforced CPS travel rules, training and procedures”

Federal pandemic funds

Culture of entitlement

“CPS employees have broken the trust of taxpapers by fraudulently spending money for personal

benefit”
52094
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Palicy 5

PRESS Policy Examples

5:60-AP Administrative Procedure - Federal and State Grant Travel Expense
Procedures

:60 Expenses

The Board regulates the reimbursement of all travel, meal and lodgmg expenses by rESO]]IllU]l MUD.E} shall not be advanced
. 1 5

Expenses. of (3) entertainment expenses. E.nrenmnmenl m:_‘ludes but is not limited to. shows a.musm:lems theata's
fircuses, sporting events. of any other place of public of private enfertainment of amusement, unless the entertainment is
aﬂcﬂla:) to the pmpose of the program of event. The D]smcl is not lespm]slb]e for losses due to an emplcrvee 5 own

Em.ploye% must sulmnt the appropnate 1tamzed, signed, sta.ndard:zed foml(s) lo s‘upport any requesls fm’ expense )
advancements. reimbursements. or purchase orders that show the following:

1. The amount of the estimated or actual expense, with attached receipts for actual incurred expenses.

2. The name and title of the employee who is requesting the expense advancement or reimbursement. Receipts from
group functions mmust include the names. offices. and job titles of all participants.

3. The date(s) of the official business on which the expense advancement, reimbursement, or purchase order will be or

was expended.
4. The nature of the official business conducted when the expense advancement. reimbursement, or purchase order will

be or was expended.
Advancements
The Superintendent may adv ance expenses to teachers and other licensed employees for the anticipated actual and necessary
expenses to be incum Use of personal automobles at the standard nuleage rate approved by the Internal Revenue Sérvice for income tax
development, provide pm’poses The reimbursement may not exceed the cost of coach airfare. Mileage for use of personal automobiles in

trips to and from transportation terminals will also be reimbursed. Toll charges and parking costs will be reimbursed.

Expense advancemen 4. Automobile rental costs when the vehicle's use is warranted. The circumstances for such use mmust be explained on the
expense approval fort expense form.
standardized expense 5. Taxis, airport limousines, ride sharing services, or other local transportation costs.
that was issued, and (

used must be returnec
process.

Reimbursements and

Please also refer to the applicable collective bargaining agreement(s).

Meals

Expense reimbursem

other expenses neces:

Meals charged to the District should represent mid-fare selections for the hotel/'meeting facility or general area. Tips are]
inchuded with meal charges. Expense forms must explain the meal charges incurred. Aleoholic beverages will not be
reimbursed.

Board's expense regu
Expense reimbursems
approval of expenses
for employees, excep
reimbursement on the
purchase orders shall
Use of Credit and Prc
Credit and procureme

Exceeding the Maxin

Lodging

Employees should request conference rate or mid-fare room accommodations. A single room rate will be reimbursed.
Employees should pay personal expenses at checkout. If that is impossible, deductions for the charges should be made on
the expense form.

Miscellaneous Expenses

Emplovees may seek reimbursement for other expenses incurred while attending a meeting sponsored by organizations
described herein by fully describing the expenses on the expense form, attaching receipts.

Additional Requirements for Travel Fxpenses Charged to Federal and State Grants

All requests for expense advancements, reimbursements. and purchase orders exceeding the maximum allowed in the
Board's expense regulations may only be approved when:

1. The Board's resolution to regulate expenses allows for such approval;
2. An emergency or other extraordinary circumstance exists; and

3. The request is approved by a roll call vote at an open Board meeting.

Registration

Employees must follow these procedures, in addition to the requirements of the Board policy 5:60,
Expenses subhead entitled Additional Requirements for Travel Expenses Charged to Federal

Reimbursement Form.

8. [ftraveling by car, an employee needs to inquire regarding self-parking options to minimize
parking expenses.

and State Grants, when their travel expenses are charged to federal grants and State grants

governed by the Grant Accountability and Transparency Act (GATA).
Use of Expense Forms

Employees will submit form and 5:60-E1, Employee Expense Reimbursement Form, following

Meals

Per diem rates and actual reimbursement amounts for meals may not exceed $40.00 per day.

Ride Sharing Services

completion of travel. When travel expenses will be charged in part to grant funds and in part to non-

grant District funds because certain expenses exceed those permitted to be charged to a grant by
policy 560, Expenses, and/or these procedures, the Superintendent or designee notes that fact and
the amount to be charged to each funding source in the "Comments" field on 5:60-E1, Employee
Expense Reimbursement Form.

Lodging - General
1.

. Employees must first contact any preferred hotel vendors of the District.
. lItis the employee's responsibility to request the lowest available lodging rate the time of making

. Employees should make hotel reservations as far in advance as possible. Employees need to

. Employees must carefully review the bill upon check-out to ensure that the room charge reflects

. Employees must obtain a copy of the hotel bill to attach to 5:60-E1, Employee Expense

When using a ride sharing service such as Uber and Lyft, employees must use the lowest cost service
the ride sharing senvice offers such as "UberX" and "Lyft Standard." Employees will not be reimbursed
for premium services offered by ride share companies such as "Uber XL," "UberSELECT,"
"UberBLACK," "UberSUV," "UberLUX," or "LyftPlus." Employees need to be aware that ride sharing
services may charge users more during times of high demand. Ride sharing services typically let
riders know in advance when prime time or surge pricing is in effect. Rides obtained during these

Employees are not eligible for actual reimbursement of lodging expenses unless they are on hgher cost periods may not be relmbursable.

official travel status for more than 12 hours. Travel status begins when the employee leaves his
or her work location or, if reporting directly to a destination, from his or her residence or other
location. It ends when the employee returns to his or her work location or, if reporting directly
from the original destination, to the employee's residence or other location at the completion of
the authorized travel. See 80 Il Admin.Code §3000.140.

DATED: March 1, 2024

Pekin 108 Policies

4:55 Use of Credit and Procurement Cards
4:60 Purchases and Contracts

5:60 Expenses

a reservation. However, if the employee requires special lodging consideration due to a
disability the employee may be reimbursed the actual cost of the least costly lodging that is
substantially accessible. Employees should always inquire if a hotel offers a discounted rate for
local government employees, including public school district employees. If applicable,
employees should be prepared to show their school identification to prove school district
employment when checking-in.

Champaign 4 Policies

4:55 Use of Credit and Procurement Cards
4:60 Purchases and Contracts

5:60 Expenses

5:60 E1 Expense Reimbursement Form
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be aware of hotel cancellation policies. In busier times, cancellation policies will sometimes
require the traveler to cancel 72 hours in advance or be charged for the room. f an employee
must cancel a reservation, the employee needs to cancel before the deadline, if at all possible.
Employees making reservations for several nights in a row need to be aware of hotel early
check-out policies. Some hotels charge an early check-out fee if a guest checks out prior to their
scheduled departure date.

the appropriate rate and that no unauthorized charges have been added. For example, some
hotels will automatically add a security charge or phone usage charge to a bill. If these services
are not used, the charges should be removed before checking-out. Energy surcharge and
lodging resort fees will be reimbursed if not optional.

. direct biling, employees must ensure that all personal or incidental charges are paid when

checking-out, i.e., pay movies, personal phone calls, etc.



https://www.boardpolicyonline.com/?b=pekin_108&s=2186603
https://www.boardpolicyonline.com/?b=pekin_108&s=2186604
https://www.boardpolicyonline.com/?b=pekin_108&s=2186630
https://boardpolicyonline.com/?b=champaign&s=1260070
https://boardpolicyonline.com/?b=champaign&s=1260071
https://boardpolicyonline.com/?b=champaign&s=1260097
https://boardpolicyonline.com/?b=champaign&s=1260098

Travel Policies

What needs to be pre-approved?

Do you allow out-of-state travel?

What should you allow?

What should not be allowed?

Do you set any spending limits?

Are district cards used for travel?

What documentation should be required?

Does your CBA have any language around travel?
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Required Documentation

e Internal form?
o Require actual receipts
o Memo when receipt is not available
Digital reimbursement system?
Online forms or software?
Emails?
Conference materials/agenda
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bt mnst refund anv evnense advancement that exceeds the actual and necessary expenses incurred. 105 ILCS 5/10-22.21.
1 members and employees will be reimbursed for actual and necessary expenses that
nitted by Board policy 2:125, Board Member Compensation: Expenses and Board

CONFERENCE REQUEST & EXPENSE REIMBURSEMENT FORM
Board Member or Employ:
HERRIN COM M U NITY U NIT SCHOO LD ISTR | CT #4 Board members and employees will be reimbursed for actual and necessary expenses that exceed the amount advanced,

Instructions: R — " S Expenses
PART | — Please submit this request to the Unit Dffice for Superintendent approval na later than two weeks in sdvance. ¢l G Unit School District No. 4 2:125-E1/5:60-E1
PART Il - Pleaze submit this request to the Unit Dffice ing to initiate the rei procesz. E Reimby F
xpense Reimbursement Form WRITE ARE. .
Do NoT IN THIS A ceipts for this reimbursement and the above claim are true, correct and accurate. I
PART | - REQUEST TO ATTEND CONFERENCE, MEETING, WORKSHOP, OR CLINIC CONFERENCE REQUEST & EXPENSE REIMBURSEME 5“’;“::’ ‘l‘;‘f"e E“S"":’“fm“ “!’l”j’“;”z"e[ﬁfaﬂ ”P"[”d’?‘”‘;j’- “;”’Dr:‘”’ Total Expenses $ ;l:zl‘:i::r{‘e‘ﬁ:nr::;:cd"::;is:':f;s"mg;sﬁft:'g:z{;::;::;zﬁ;ﬁ:::u;ﬁ"m
J . : . The Board of . include this request in the monthly list of bills presented to the Board of 3
= A e LR A DurmhenTReE Education. Please print and attach receipts for all expenditures includin ess Cash Advances L 1 be false.
of sl mssamabie expanses for srave Ioceing masts ard 2 HERRIN COMMUNITY UNIT SCHOOL DISTI p p pe " Less Cash Advanced s be fal
reimburse the employee far purchases of bogks or ather a copy of the approved Professional Leave Request (PLR). Use of this Loss District Paid Reststrat s
fizcal year. Bosrd reimbursement shall be a total of 1,000 form is required by 2:125-E3, Resolution to Regulate Expense ss District Fal its and ion of each entry attached.
be supported by paid receipts, canceled checks. or other s Reimbursements. Please print cleariy. Less District Paid Hotel/Motel s
send the registration farm to Lindsey Arvai at least one w - wing the method of payment attached. Do not exceed $40.00 per day unless incurred as
CONFERENCE REC ] | e ] | | Less District Paid Travel s N pey percay
Name: Title: juet.
ADDENDUM TO PART Il [If Neaded) o ‘ | .
: Building: Less Other: s
Emplayee Hame: HERRIN COMMU N g‘ I — ‘ :d receipts attached.
Did an administrator request that you attend this conferene Meeting: Destination: NET REIMBURSEMENT: _§
Datels)of Conference: T Transportation Paid By Emy e For Period From| [l I .20 ]
Location of Conference: Milestraveled in personal vehicie: o 5070 . . Ehe f:lil_nwin were PREPAID/ADVANCE PAYMENTS by the Budget Code/Account Amount = Do
Number of Days AbsentfromClass: PART Il — ACTUAL TRAVELING EXPENSE SUMMARY AND REIM Trave! Fares Paid [please cetsil): 5 istration Fee l:‘ Hotel/Motel H /
it i As soon as possible after the conference, please complete Part llan . Budget Code/Account Amount
Will & Substitute be Required? || No e
e be Reguiredr [] [ves . and/or other suitable evidence to the Uit Office. Reimbursemer s Travel Ticket(s) D Advanced Cash &
Purpose of the Conference: Accourts Payable schedule of payment. Note — Al items for paym 5 (SECTION A: TRANSPORTATION Audited by: Date: nt) [] Approved [ Denied
Extimated Costs: 103 given board meeting 1o be included in that boerd batch. If subn " .
foimared o ' boand meeting. Total Transportation: s 0.00 (Check one: [_] District Car [_] Personal[_] Plane[ ] Train [_] Other) [] Approvedin Part
Transportation TRAVEL RECORD TRAVEL EXPENSES
Lodging $ . - .
5 . Day of From To Object of Visit Normal | Auto Auto DAILY [ Grant Funding Source (if applicable):
Registration 5 EmployeeMeme: ___________ Confene Lodging Paid By Emploves Month Fae | Miles | Expense ] TOTALS
Meals 5 Datefs) of C
Total Esti N 0.00 Hotel Stay: nights @5 per night
Actusl Costs: [Use attached sdéendum to itemize, if necessary] Other [pleace i) s
Requested by: 3 Provide Google Mt ] ture Date
Lodging 3 Provide paid invoil 5
— i 2 5 Provide payment ¢ Show each leg of multi-stop trip, attach all receipts and explain entries. (A) TOTAL
Employee's signature ine-
Meals 3 Provide itemized r Total Lodging: s 000 Auto Travel Allowance: Rate of $0.585 per mile (For use of personal car on District business). TRAVEL EXPENSE § §.
Please list other riders:
Approved by: Total Reimbursament  § 0.00
Registration Paid By Employee OSECTION B: LODGING, MEALS, AND ALL OTHER EXPENSES
. ALL OTHER EXPENSES*** O i
- e wnt, Approved [ Denied
Department Chair Requested by: Registration Fees (please detail): 5 LODGING* MEAL EXPENSE' (Registration fee, taxi, efc.) 0 PP’
s
Day of Hotel Name Amount | Bkfast | Lunch | Dinner | Total Description Amount || DALY LI Approved in Part
Building Principsl Employee s Signature T 3 Month Meals TOTALS
s [ Grant Funding Source (if applicable):
Superintencent
Appraved by: Total Registration: s 0.00
Supsrintencent T
als By Employee
PARTI coN Dining Casts [please detail): 5 Page 20f2
5 Hotel/Motel attach receipts and explain each entry.
. . (8) TOTAL
Meals not to exceed $40.00 per day unless incurred as part of the conference banquet
3 All other expenses attached itemized receipts. LIVING EXPENSES |
s TOTAL (A) + (B): .
Total Meal Costs: $ 0.00
2:125-E1/5:60-E1 Pagelof2
X PART N - ADDENDUM CONFERENCE REQUEST & EXPENSE REIMBURSEMENT FORM | 08052025 @

PARTHN CONFERENCE REQUEST & EXPENSE REIMBURSEMENT FORM | 08052025
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Common Issues

Missing Mileage Documentation

Meal Receipts Are Not Detailed - Credit Card Signature Receipt Only

Alcohol On The Receipt

Over The Daily Per Diem Amount ( hitps://www.gsa.gov/travel?topnav=travel)
Purchasing Supplies

No Prior Approval for Conference

Out Of State Conferences - Used As Personal Vacation

Rental Cars - Allowed? Insurance? Fuel Costs? Is There A Policy?
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https://www.gsa.gov/travel?topnav=travel

Grant Related Travel

Title 1, 11, 1ll, IDEA etc.
In state vs out of state?
Grant Accountability and Transparency Act (30 ILCS 708/)

“Necessary to meet the goals and objectives of the federal grant program and reasonable based on the

district’s policies and procedures and state and local laws”
e Are there equally effective, but less costly, alternatives?
e How does the cost compare with similar events?
e \Would it be seen as a good use of taxpayer dollars?
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What Would You Do?

An employee submits a travel reimbursement request for a conference they attended in October last year. It
is now April.

You adopt a new textbook series, i.e. new K-5 Math Adoption, and the vendor offers an all expense paid trip

for a “conference” in Steam Boat Springs Colorado. It was in the contract for the adoption approval. Yes or
No

Employee submits travel reimbursement to the Business Office. Their mileage is computed using 200 miles,
when you know they were only two hours away. They also do not have documentation for all of their meals.

Baggage Fees - where they included in the original approval? If not, do you reimburse?
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Best Practices

Clear Board Policies/Administrative Procedures equal fewer issues

Consistency is critical

Documentation is protection

Train staff early

Remind them often

Request a post-conference attendance PD opportunity

Conference materials should be gathered and placed in a shareable folder (Operational and Business
and Board Conferences)

e Book directly with hotel or airline whenever possible
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Questions and Answers

We thank you for your time!
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Presenters:

MODERATOR INFO:

Lauren Hannick, Financial Officer, Giant City CCSD No130
(618) 457-5391, lhannick@gcs130.org

PANELISTS INFO:

Caty Campbell, Business Manager, Pekin Public School District 108
(309) 477-4740, caty.Campbell@pekin108.org

Linda Matkowski, Chief Financial Officer, Champaign Unit 4
(217) 351-3825, matkowli@u4sd.org

Rachel Wright, Business Manager, Herrin CUSD No 4

(618) 988-8024; rachel.wright@herrinschools.org
X tiasboAC26

©
LEADING wiTH %{2.6

CONFERENCE

EMPATHY. aummyr—




	Slide Number 1
	Slide Number 2
	Slide Number 3
	In The News
	Slide Number 5
	Slide Number 6
	Slide Number 7
	Slide Number 8
	Slide Number 9
	Slide Number 10
	Slide Number 11
	Slide Number 12
	Slide Number 13
	Slide Number 14

