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6471 SCHOOL DISTRICT TRAVEL PROCEDURES (M)

A. Approval of Travel Expense Reimbursement

The following procedure shall be implemented for all Board of Education staff
members and Board members seeking to receive travel expense reimbursement in
accordance with the provisions of N.J.A.C. 6A:23A-7 and Policy 6471:

1. All requests for travel must be submitted to the Superintendent of Schools
or designee prior to the requested travel date(s) within the timeframe
established by the Superintendent for the request to be considered and for
submission of the request to the Board for Board approval.

2. The Superintendent may require travel requests be submitted to a
Principal, the School Business Administrator/Board Secretary, and/or the
staff member’s immediate supervisor for preliminary approval before
considering such request for submission to the Board.

3. A travel request will not be approved unless it includes the following
information:

a. Name and dates of event;

b. A list of Board members and/or employees to attend either by
name or title;

C. Estimated cost associated with travel;

d. A justification and brief statement that includes the primary
purpose for the travel and the key issues that will be addressed at
the event and their relevance to improving instruction or the
operation of the school district. For training events, whether the
training is required for continued employment, continuing
education requirements, requirements for State law, or other
purpose related to the programs or services currently being
delivered or soon to be implemented in the school district, or
related to district operations;
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€. Account number and funding source — Federal, State, private or
local:
f. In the case of annual events, total attendance,

and cost for previous year.

4. The Superintendent of Schools shall review and may approve or deny each
request for travel submitted by a school staff member. The
Superintendent’s signature designating approval is required on each
request from school staff members for travel expenses prior to submission
to the Board for approval.

a. The School Business Administrator/Board Secretary shall review
all requests for school staff member travel either before or after the
Superintendent’s approval and prior to submission to the Board for
Board approval. The School Business Administrator/Board
Secretary or designee will determine if the expenses as outlined in
the request are in compliance with N.J.S.A. 18A:11-12, N.J.A.C.
6A:23A-7, the current State travel payment guidelines established
by the Department of the Treasury, and the current guidelines
established by the Federal Office of Management and Budget.

b. If the travel request for a school staff member is approved by the
Superintendent of Schools and if the requested travel expenses are
in compliance with the guidelines outlined above, the travel
request will be submitted to the Board of Education for approval.

C. If any travel expenses requested by a school staff member are not
in compliance with the guidelines outlined above, the School
Business Administrator/Board Secretary will return the request to
the Superintendent of Schools.

(1) The Superintendent may deny the request, approve the
request conditioned upon the staff member assuming the
financial responsibility for those travel expenses that are
not in compliance with the guidelines, or may return the
request to the school staff member to be revised in
accordance with the guidelines outlined above.
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5. The Superintendent of Schools and/or the School Business
Administrator/Board Secretary shall review each travel request submitted
by a Board member.

a. The School Business Administrator/Board Secretary shall review
all requests for Board member travel prior to submission to the
Board for Board approval. The  School  Business
Administrator/Board Secretary or designee will determine if the
expenses as outlined in the travel request are in compliance with
N.J.S.A. 18A:11-12, N.J.A.C. 6A:23A-7, the current State travel
payment guidelines established by the Department of the Treasury,
and the current guidelines established by the Federal Office of
Management and Budget.

b. If the requested travel expenses for a Board member are in
compliance with the guidelines outlined above, the travel request
will be submitted to the Board of Education for approval.

c. If any travel expenses requested by a Board member are not in
compliance with the guidelines outlined above, the School
Business Administrator/Board Secretary will return the request to
the Board member to be revised in accordance with the guidelines
outlined above.

6. All travel requests must be approved by a majority of the full voting
membership of the Board at a Board meeting unless prior Board approval
is not required in accordance with provisions of N.J.A.C. 6A:23A-7 and
Board Policy 6471.

B. Reimbursement of Travel Expenses

All approved travel expenses shall be reimbursed by the Board of Education in
accordance with the provisions of N.J.A.C. 6A:23A-7 and Board Policy 6471
implementing the following procedures:

1. The School Business Administrator/Board Secretary or designee shall
review all requests for travel expenditure reimbursement submitted for
expenses incurred in the course of school district business as to cost and
support documentation required by N.J.A.C. 6A:23A-7.
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2. The School Business Administrator/Board Secretary shall not approve or
issue payment of travel expenditures or reimbursement requests until all
required documentation and information has been submitted to support the
payment and shall not approve any travel expenditure that when added to
already approved travel expenditures would exceed the Board approved
maximum travel expenditure amount for the budget year.

3. The School Business Administrator/Board Secretary shall be responsible
for the adequacy of documentation of transactions processed by their staff
and the retention of that documentation to permit audits of their records.

4. An employee of the Board, a Board member, or organization, shall not
receive payment, either partial or full, for travel and travel-related
expenses in advance of the travel pursuant to N.J.S.A. 18A:19-1 et seq.
The payment of travel and travel-related expenses shall be made
personally by a school district employee or Board member and reimbursed
at the conclusion of the travel event. This applies to travel related
purchases for which a purchase order is not applicable. This provision
does not preclude the district from paying the vendor directly with the
proper use of a purchase order (e.g., for registration, airline tickets, hotel).

5. All travel expense reimbursement payments to be made to a school staff
member or a Board member will be made to the staff member or Board
member in accordance with the district’s policy regarding payment of
claims.
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