Nashua Board of Education Policy DKC-R

EXPENSE REIMBURSEMENT PROCEDURES

Attendance at educational conferences, conventions, institutes, and workshops shall be encouraged
consistent with the needs of the school district and the financial resources available to support such
attendance. These conferences should provide professional development in areas designated by
foundational District documents such as School or District Improvement Plan, District Goals, and/or
individual professional development plans, and help the staff to keep abreast of issues, developments, and
innovations in education.

Employees traveling on School District business are expected to exercise good judgment; ensure that
expenditures incurred are reasonable, necessary, and in the best interest of the School District; and be
certain that they are within the guidelines of this policy. The Superintendent or the Board of Education
may grant exceptions on a case-by-case basis if the exceptions are compliant with the overall intent of the

policy.

Professional Visitation Request Form

Any administrator, teacher, Board of Education Member or other employee of the Nashua School District
desiring to attend an educational conference, workshop, or similar educational meeting where
reimbursement is request

Travel Requests for Superintendent of Schools and Board of Education Members

The Superintendent of Schools and members of the Board of Education shall submit any out-of-
state Professional Visitation Requests and all Professional Visitation Requests exceeding $500 to
the Board of Education for approval at least 15 days prior to the date of the event. Any
reimbursable expenses incurred in addition to previously approved reimbursable expenses may be
submitted for approval by the Superintendent or Board of Education members to the Board of
Education along with the required documentation.

Travel Requests for All Others

School District employees shall submit all Professional Visitation Requests to the Superintendent
or Superintendent’s designee for approval at least 15 days prior to the date of the event.
Employee requests exceeding $500 shall be approved by the Superintendent. Any reimbursable
expenses incurred in addition to previously approved reimbursable expenses may be submitted
for approval by the employee to the Superintendent along with the required documentation.

Factors Considered in Approval Process
In reviewing a request, the Superintendent or Superintendent’s designee and the Board of Education will
consider at least the following factors:

» Value of conference to the School District and to the individual.
* Auvailable funds.
» Individual’s membership in the association or group sponsoring the conference, if applicable.
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»  Whether the person making the request is on the conference program. Direct participation will be
considered an added reason for approval.

» Date of last attendance at a similar conference, with the stated desire of providing for rotation of
attendance among eligible staff members.

Funding for Professional Visitation Requests
Financial assistance for attendance at educational conferences, conventions, institutes, and workshops
shall normally be as follows, whether funded through the operating budget or special grants:

e Reimbursement for cost of travel

» Reimbursement for food, lodging, and personal vehicle use based on the current IRS and GSA
(General Services Administration) regulations.
» Payment for registration fees

Expense Guidelines

Transportation

Method of transportation selected must be the most advantageous to the School District,
when cost and other factors are considered. Travel must be by the most expeditious
means of transportation practicable and commensurate with the nature and purpose of the
employee’s duties. Employees choosing methods of transportation that are not the most
advantageous to the School District, as determined by the Superintendent or

Page 2 of 3



Nashua Board of Education Policy DKC-R



