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EMPLOYEE/TRUSTEE
TRAVEL REIMBLIRSEMENT POLICY

RESOLUTION 2017- I

This resolution supersedes travel policies of November 30, 2445,

March 25,2015 and }y'raY 25,2016.

WHEREAS, IT IS IN TFM BEST INTEREST OF THIS DISTRICT TO

E,STABLISH A POLICY FOR REIMBI-IRSEMENT OF DISTRICT E)PENSE'

THIS POLICY WILL ESTABLISH TFIE GTIIDELINES FOR WHICH AN

EMPLOYEE/TRUSTEEA/OLLINTEER WILL BE REIMBTIRSED FOR

E)GENSES INCURRED ON BEHALF OF THE DISTRICT WHILE

CONDUCTING DISTRICT BUSINES S.

TRA\IEL EXPENSES:
Travel expenses may inciude, but are not limited to:

r Lodging while attending conferences or training sessions

. Mileage to and from the meeting site, when using personal vehicle, will be

calculated attherate set by the Internal Revenue annually. The mileage will

be calculated from a computer-generated map site showing the driving

distance to and from the traveler's home to the meeting site. Employees

using their personul vehicle for other district business will be reimbursed

at the rate set by the Internal Revenue unnually'

. Commercialtransportation

o Bridee Tolls

r Parking

. Publie Transportation including cabs,
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. Meals during the conference or training sessions' Does not include any

alcoholic beverages.

o Gratuities paid for services on any of these expenses should not exceed 20

Per cent.

AII reimbursement requests must be aecompanied by reeeipts.

person or persons traveling with employeeitrusteel volunteer are responsible

for all of their own costs, including meals associated with the meeting are paid

in advanee by the district in the registration process. cost of guest's meals will

be deducted from any mileage or other reimbursement cost. If there are no

reimbursements being paid then the employee/trustee/volunteer will repay the

district by cash or check within 30 days after the event.

AII requests for reimbursement must be submitted on a Board of Trustees

approved expense form. It must be approved and signed by the district

manager.

All submissions shall be turned in to district oflice no later than 30 davs

following the event.

The foregoing resolution was adopted upon motion of Board member

|{firn 5b*ns,>n , seconded by Board member, 6c-a rar- Attzoo *i c'\ 
'

At u r"g,rlar Board meeting held on June 28, \Afi. By the foliowing votes:

Ayes: a-\-L
Noes:
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