ALBANY COUNTY SCHOOL DISTRICT ONE

Laramie, Wyoming

TRAVEL ADMINISTRATIVE PROCEDURE
PRIOR TO TRAVEL:
Certified employees must complete a My Learning Plan request and submit it to their principal for funding source identification and approval.
Classified employees must complete a School Business Leave form and submit it to their supervisor for funding source identification and approval.
1) Submit the approved travel request with the completed registration form and lodging information to the site secretary who will process the necessary requisitions.

2) If airfare is required:

a. Send an email request for a credit card to the Accounts Payable office, with the approved travel request attached.
b. Send copies of all flight itineraries, confirmations, and receipts to the site secretary.
Transportation employees please refer to transportation guidelines.

AFTER TRAVEL:

1) Per Diem – Effective May 1, 2016 employee travel reimbursement will be replaced with a flat rate per diem.
a. In-state per diem rate will be $40.00 per full day (travel prior to 11:00 a.m.) or $20.00 per half-day (after 11:00 a.m.). 

b. Out-of-state per diem rate will be $60.00 per full day (travel prior to 11:00 a.m.) or $30.00 per half-day (after 11:00 a.m.).
c.  The only reimbursable expenses are:

· Baggage fees

· Mileage

· Transportation airport-conference-airport only

· Parking/toll fees

· Phone/fax costs related to school business

2) Within five (5) working days after returning from travel the employee submits a request for per diem and or reimbursement with a completed Summary of Travel Expenditure form to the site supervisor.
a. Certified employees must also attach a My Learning Plan completed evaluation and implementation plan.
b. Attach itemized receipts for:
· Baggage fees

· Mileage

· Transportation airport-conference-airport only
· Parking/toll fees

· Phone/fax costs related to school business
3) The supervisor will complete a requisition and submit it to the site secretary.  Purchase Orders without the Summary of Travel Expenditures form and attached itemized receipts will not be processed and will be returned.  Claims for any non-reimbursable items (alcohol, entertainment etc.) will be returned and the supervisor will be contacted.

a. Reimbursements submitted after 60 days of the return date are subject to federal withholding tax.

b. Purchase orders received before the 25th of month will be paid the following month.
TRAVEL REFERENCE INFORMATION

NON-REIMBURSABLE EXPENSES
Including but not limited to:
· Transportation beyond airport-conference-airport

· Alcoholic beverages

· Optional conference events

· Personal expenses:

· Laundry/valet/room service charges

· Tuition costs/fees for college credit

· Credit card finance charges
· Hygiene items/snacks/newspapers/magazines/books

· Entertainment/television/movie charges

· Travel insurance (not included in purchase prior to travel)
· Expenses for spouse or guest 
MODE OF TRAVEL
Travel by plane, train, bus, school-owned vehicles, private vehicles, rental car, taxi or shuttle, or other means will serve the economical and practical requirements of the District. The routing for each trip shall be by the most commonly traveled route, from point-to-point, unless unusual circumstances warrant another route.  Employees are encouraged to use District vehicles for regional travel whenever feasible

Personal Vehicle

Approved personal vehicle use will be reimbursed at $.50 cents per mile. If two or more individuals attend the same conference or meeting, only the owner of the vehicle used will be reimbursed. If a District vehicle is used, anyone choosing to take a private vehicle will not be reimbursed for mileage. If there are unusual circumstances or the District vehicle cannot carry all who will be attending, approved mileage will be reimbursed.
Mileage claimed should be equal to map miles per WDOT mileage chart. For points traveled off main highways where mileage is not shown on the map, odometer readings will be used and must be submitted for reimbursement. (See mileage chart page 4.)  Google Map will be used for all out of state mileage.
For out-of-state travel, with the exception of travel to nearby cities in adjoining states, use of personal vehicles instead of flying will only be reimbursed the maximum mileage equal to the cost of tourist or economy airfare. With pre approval from Central Office per diem may be paid one (1) travel day before and one (1) travel day after the event.
Rental Vehicle
Prior approval is required for rental vehicle reimbursement. Reimbursement will be limited to reasonable rates based on the daily and per-mile rates.

Common Carrier (Plane, Train, or Commercial Bus)

Fare for common carrier is not to exceed economy fare (tourist, coach, etc.). The invoice issued by the travel agent or common carrier should show the name of the passenger, form of payment, and amount. 
LODGING 
Lodging should be paid in advance through Accounts Payable.  Actual hotel or motel costs are limited to the rate published for the meeting or conference. In the event advance payment is not possible, a limited number of District credit cards are available for reservation in the Accounts Payable office.  Credit cards cannot be used for meals, baggage fees or other travel incidentals. Employees should inform the hotel or motel that they are on school district business. In Wyoming, this will mean a reduction, if not elimination, of the sales tax on the room. For travel not associated with a conference, this can also often mean a reduction in room rate.

When accompanied by a spouse, the District will reimburse only the employees cost.  All additional costs are the employee’s responsibility.
OTHER

Travel expenses will not be reimbursed from petty cash.

Failure to cancel unused lodging or other reservations will result in non-payment to the employee.
An employee being reimbursed for expenses by another organization may not receive reimbursement from the District for the same expense, monitored through My Learning Plan.
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