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	331A  ADMINISTRATIVE REGULATIONS - JOB RELATED EXPENSES



	
	The Joint Committee shall reimburse administrative, professional and support employees for the actual and necessary expenses, including travel expenses, they incur in the course of performing services for the center, or attending an educational conference in accordance with Joint Committee policy.


	
	The validity of payments for job related expenses for all employees shall be determined by the Director or designee.


	
	The use of a personal vehicle shall be considered a legitimate job expense if travel is authorized in advance by the Director or designee.  If a school vehicle is available, it should be the primary vehicle used. 


	
	Use of a personal vehicle for approved purposes is reimbursable at the rate per mile established by an applicable collective bargaining agreement or otherwise approved by the Joint Committee.


	
	Use of a personal vehicle requires that liability insurance be provided by the employee.

Travel Process:
1) If an employee is planning an overnight conference, it must be approved in  

   advance by the Director and Joint Committee prior to registration.  (allow  

   45 days prior to the event for the completion of this process)
2) Complete a conference request form

a) Include a copy of the cost estimate for any hotel request

b) Include any estimate for airfare

c) Complete estimates for meals not to exceed $45 per day

d) Provide any other cost estimate for registration, tips, etc.

3) All cost estimates will be used to create the dollar amount for approval by   

   the Joint Committee.  The Technology Center will not reimburse for      

   anything over this amount.

4) Travel shall be by the most direct and economical route.
5) The employee is responsible for making all travel arrangements after  

   approval is granted.  

6) Registration, Hotel and airfare are the responsibility of the employee.  Each employee will use his or her personal credit card to secure the reservations so that if  there are issues while in transit, they will have the card that secured said reservations.

7) Upon completion of the trip, the employee shall present 

	
	               job related expense reimbursement with full itemization via eScoolmall  

               requisition.
8) Each request for reimbursement shall be accompanied by documentary  

  evidence (such as receipts or paid bills) containing sufficient information to  

  establish the amount, date, place and character of the Expense, except when  

  the Expense is for transportation expenses for which documentation is not  

  readily available.
9)  Reimbursement will not be provided for expenditures for alcoholic  

  beverages.

10) All expenses for which reimbursement is requested shall be submitted no  
        more than 30 days after travel and/or expenses are incurred or no    

        reimbursement will be paid. 
11) Upon presentation and review by the Business Manager, all related  
   expense items not exceeding approved cost will be paid immediately.
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