Hidden Valley Lake

Community Services District

Employee Travel Expense Policy 

Purpose
To establish a policy for travel expenses that accrue while an employee is at a class, seminar or conference pertaining to or on behalf of the District. 
Policy
The District may reimburse employee for the actual and necessary expenses incurred for education, seminars and conferences. Must be pre-approved by General Manager before the event occurs. 

Lodging costs in conjunction with a conference or other activity may not exceed the maximum group rate published by the conference or activity sponsor, if lodging at the group rate is available at the time of booking.  If not, the employee shall be reimbursed for lodging at comparable rates, or rates established by the Internal Revenue Service in Publication 463.

Meals may be reimbursed at standard rates established by the Internal Revenue Service. Meals are reimbursed during the time frame and within reason of the scheduled event. Employees’ must be 1 hour or more from home to utilize reimbursement of meals. Alcoholic beverage expenses shall not be reimbursed by the District.  

Employees shall use government or group rates for travel, when available.  If not available, Employees may be reimbursed according to the standard rates established by the Internal Revenue Service.  First class airfare shall not be reimbursed by the District.

Incidental expenses, including but not limited to tips and business telephone calls may be reimbursed at the current Internal Revenue Service Rate. 
Procedure
Employees who make reimbursement requests are required to submit expense reports on District forms, and provide receipts to document their expenditures.  All receipts and documentation of expenditures shall be submitted to the Accountant/Controller within 10 days of returning for reimbursement and for District’s records.  All documents relating to reimbursable expenditures are public records subject to disclosure.  

Travel Expense Report

Event:

                   
DATE
LODGING
   BREAKFAST           LUNCH       DINNER
TOTALS













TRAVEL EXPENSE TOTAL_$________________
