GAN Travel Expenses (See BBBF and GBRC) GAN

The board shall provide reimbursement for expenses incurred in travel
related to the duties of the district’s employees when approved in advance by the
superintendent. Mode of travel will be based on, but not limited to, the
availability of transportation, distance and number of persons traveling together.
A first class air fare will be reimbursed only when coach space is not available.

Requests for reimbursement shall have the following attached: receipts
for transportation, parking, hotels or motels, meals and other expenses for which
receipts are ordinarily available. For the authorized use of a personal car,
including approved travel between buildings, staff members shall be reimbursed

at a mileage rate established by the board.

Approved: 7/01



GAN TRAVEL REIMBURSEMENT — FEDERAL PROGRAMS

(Sample Procedure)

TRAVEL REIMBURSEMENT - FEDERAL PROGRAMS

The board shall reimburse employees and school board for travel costs incurred in the course of
performing services related to official business as a federal grant recipient. School board members must
have prior written approval from the federal awarding agency or pass-through entity to get reimbursement
for expenses specifically related to a federal award.

For purposes of this procedure, travel costs shall mean the expenses for transportation, lodging,
subsistence, and related items incurred by employees and/or board members who are in travel status on
official business as a federal grant recipient.

Board members and district employees shall comply with applicable board policies established for
reimbursement of travel and other expenses.

The validity of payments for travel costs for all district employees shall be determined by the
superintendent or designee.

Travel costs shall be reimbursed on a mileage basis for travel using an employee’s or board member’s
personal vehicle and on an actual cost basis for meals, lodging and other allowable expenses, consistent
with those normally allowed in like circumstances in the district’s nonfederally funded activities, and in
accordance with the district’s travel expenses policy GAN.

Mileage reimbursements shall be at the rate approved by the board for other district travel
reimbursements. Actual costs for meals, lodging, and other allowable expenses shall be reimbursed only
to the extent they are reasonable and do not exceed the per diem limits established by the {board/the
federal General Services Administration for federal employees for locale where incurred.}

All travel costs must be presented with an itemized, verified statement prior to reimbursement.

In addition, if these costs are charged directly to the federal award, documentation must be maintained
that justifies that:

Participation of the individual is necessary to the federal award, and

The costs are reasonable and consistent with the district’s established policy.

APPROVED: 7/01; 8/22



