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For clarification purposes, this policy includes attendance at workshops, seminars, conventions, conferences or other meetings of interest to the La Puente Valley ROP (LPVROP).  It is intended that this policy applies uniformly to employees, joint board members and representatives of the joint board where applicable.

If travel is necessary during the normal work day of the employee and involves no cost to the organization other than employee salary and/or mileage within the county, the superintendent or employees designated by the superintendent for such purposes, may authorize travel, subject to other provisions of this policy.

Except by specific board approval, salary is not authorized for travel over and above the normal working days or assigned duty days.

If travel is to involve costs to the LPVROP other than mileage or the employee salary while absent from the work location, a Travel Request Form shall be prepared by the employee and shall include a detailed cost estimate.  Without regard to cost, Travel Request Form will be prepared in all instances of non-local travel.  Local travel, not requiring a Travel Request Form, is only intended to include travel within county, and only involving mileage and the employee’s regular salary.  All costs in conjunction with travel shall have been provided for in the LPVROP annual budget.


1.
The employee’s immediate management team supervisor shall be required to approve the Travel Request Form.


2.
The superintendent shall be required to approve the Travel Request Form unless delegated to the appropriate management team member.

MILEAGE
Employees performing authorized travel involving the use of their own vehicle shall be reimbursed for mileage at or below the IRS rate.
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MONTHLY MILEAGE ALLOWANCE
Mileage reimbursement is included in the annual salary for all management personnel for travel within a 50-mile radius of the ROP administrative offices.  When management personnel travel outside of the 50-mile radius, they shall be reimbursed for mileage at the currently authorized IRS rate.  

TRANSPORTATION REIMBURSEMENT
Reimbursement for transportation shall not exceed the amount of the least costly method of travel.  Consideration will be given to time as well as method of travel.  Mileage will be reimbursed at or below the IRS rate.

MEALS
Reimbursements shall be based upon actual and necessary meal costs.  If a meal is not taken, no amount may be claimed.  If the actual cost is less than the limitation prescribed herein, only the actual amount may be claimed.  If meal costs should exceed the limitation, the claimant has the option of claiming the limitation amount, or claiming the actual higher amount with a statement of justification attached to the claim.

The per diem amount for meals is $50.00.  

Meal claims, exceeding the per diem limit shall be submitted to the governing board for specific approval with justification statements attached.

Alcoholic beverage costs shall not be reimbursed.

BANQUETS
A banquet breakfast, luncheon, or dinner which is an official part of a conference designated on Travel Request Form for which there is a prescribed fee may exceed a meal limitation amount as previously designated and may be reimbursed at actual cost.

LODGING
Lodging shall be reimbursed for authorized stay-over and shall not exceed the rate for single occupancy lodging.

The superintendent, or his/her designee, shall be required to review and approve each travel claim by signature.  In the event any travel cost item is not covered by or exceeds this policy, the claim and item in question shall be referred to the governing board for specific approval with a statement of justification.

Claims shall be filed within 30 days after return from travel.  
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ADVANCES
An advance must be requested on the Travel Request Form and may be approved by the superintendent, not to exceed 80% of the projected total expenses.  An advance made shall be deducted from the final travel claim.  If an advance exceeds actual cost, the claimant shall file a claim showing amounts expended and reimburse the LPVROP for the excess amount within 30 days after return from the trip.  No advances may be allowed if a previous claim has not been timely or properly filed or a prior advance is not resolved.

NON-EMPLOYEES
Non-employees, such as parents and community members, or special appointees, may be authorized to perform travel as approved by the joint board.  Advances for such non-employees are not authorized from LPVROP funds.  When employees are authorized to attend the same meeting, advances to employees can be authorized by the governing board to cover expenses of non-employees, providing all expenses for such non-employees are paid for by the employee and are claimed accordingly on the employee’s claim.  If federal or other categorical funds are involved, advances are authorized to non-employees, provided the governing board approval cites the source of funds.  Any expenses incurred as a result of non-employee travel shall have been budgeted by the governing board.

PORTERAGE
Reasonable porterage or baggage handling costs are allowed.

INCIDENTALS
Other incidental minor costs, as claimed, may be approved by the superintendent or designee, provided such other costs are explained in detail and do not include personal expenses, such as toothpaste, razor blades, or laundry.

TELEPHONE
Telephone or telegram expenses are permitted for LPVROP business purposes and safe arrival and departure call to home.

JOINT BOARD MEMBERS
Joint board members are authorized to attend the following type conferences or meetings with actual and necessary expenses reimbursed:


Within the State of California

•
Meetings called by the State Superintendent of Public Instruction.


•
Regular or committee meetings of the California Legislature.


•
Meetings of the State Allocation Board, commissions, and/or departments of state government.
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JOINT BOARD MEMBERS (continued)


•
Meetings or conferences of any society, association, or organization for which the joint board has approved membership.


•
Meetings of accreditation, councils or commissions of California public agencies or related federal agencies.


•
Visitations to schools in the state of California for the discussion of matters of interest to the LPVROP.


•
Meetings with other governmental agency officials which are of concern to the LPVROP.


•
Conference or workshop of any educational society, association, or organization related to LPVROP’s realm of interest for which the joint board may or may not have approved membership.


Outside of State

•
Meetings with representatives of the United States Government to discuss LPVROP business.


•
Attend conferences concerned with vocational education, and related federal legislation, or federal appropriations thereto.


•
Visit vocational centers or training sites for the discussion or observation of vocational education demonstrated to the Board to relate to LPVROP.


•
Meeting or conferences of any national society, association, or organization related to LPVROP’s realm of interest for which the joint board may or may not have approved membership.

Each board member will be allowed a maximum of one-sixth of the annual allotted budgeted amount for board conference attendance unless a majority of the board approves an additional allocation prior to the conference.

OUT-OF-STATE TRAVEL
Notwithstanding any other provision of this policy, all out-of-state travel shall be presented to the governing board for approval prior to attendance with a complete explanation of the LPVROP purpose(s) to be served.
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DELEGATION OF AUTHORITY TO SUPERINTENDENT
The authority to authorize employee travel is hereby delegated to the superintendent.  All restrictions and limitations within this policy shall apply.  All warrants issued shall be approved by the governing board.


Delegation Limitations:


1.
Any travel for which the estimated cost per person shall exceed $750.00 shall be authorized by the governing board.


2.
Any out-of-state travel shall be authorized by the governing board.


3.
The superintendent or designee shall approve employee, board member, or non-employee claims as being in accordance with this policy.

