
Reimbursement Guidelines
1.
Requests for reimbursement must be approved in advance.  Reimbursement requests are approved with administrative discretion when professional leave requests are approved.
2.
Reimbursements are subject to the following restrictions:


Dollar Restrictions – up to $35.00 per day for meals.  No Room Service.  The professional employee is responsible for charges in excess of the above guidelines.  No alcohol, No entertainment, No charges other than those specified.

3.
Professional materials and equipment may be purchased with pre-approval.

4.
Lodging will be arranged through Purchase Order or direct bill by the Interlocal office.  The


professional employee is responsible for providing timely and correct contact information for the lodging vendor.

5.
The professional employee should register for the professional activity after receiving a Purchase Order number from the Interlocal office.  Registrations that require pre-payment should be approved for reimbursement prior to completing registration.

6.
Transportation:


Professional employees directed to a professional development activity by a participating district should contact that district regarding transportation or mileage reimbursement.  Professional employees approved for a professional development activity by the Interlocal should contact the Interlocal regarding transportation.  Mileage paid for use of privately owned vehicles is the transportation mode of last resort and requires pre-approval by the Interlocal office.  

7.
Charges incurred outside these guidelines are the responsibility of the professional employee.  You will be billed by the Interlocal office for charges outside these guidelines.
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