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 (a) POLICY:  MCS will reimburse its employees for actual expenses incurred while 1 
traveling on official business.  Reimbursement will be based on the actual cost or a per diem rate 2 
depending on the type of expense as is set forth in this policy.  All such expenses must be 3 
reasonable.  The employee should be conservative in expenditures and request the government rate 4 
and/or take advantage of other discounts or special rates to which the employee may be entitled 5 
whenever feasible. 6 
 7 
 The employee shall make arrangements for travel as far in advance as feasible in order to 8 
take advantage of all reduced rates for early registration, airfare, and lodging.  Failure to do so may 9 
require the employee to pay the difference. 10 
 11 
 (b) ADVANCE APPROVAL: All employee travel involving an overnight stay, or 12 
mileage in excess of fifty (50) miles one way, must be approved in advance by the Director of 13 
Schools.  In the event an employee has any question about whether an expense will or will not be 14 
reimbursable, the employee should consult, in advance, with the Director of Schools.  If the Director 15 
of Schools is not available, the employee should consult with Finance/Administrative Services 16 
Director.  This is particularly true when the question involves the availability of reimbursement for 17 
an expense incurred when the employee is traveling with other persons who are not employees of 18 
MCS.  Employee travel that is less than fifty (50) miles one way does not require prior approval by 19 
the Director. 20 
 21 
 (c) PROCEDURE: Reimbursement for travel expenses will be made only if the Travel 22 
Expense Form is completed and submitted within fourteen (14) calendar days of the last day of 23 
travel unless exceptional circumstances exist and the employee requests an extension of such 24 
deadline.  The Travel Expense Form must be signed by the individual claiming reimbursement for 25 
the expenses and must be signed in ink.  The form should be accompanied by itemized receipts for 26 
the expenditures not covered by the per diem rate.  If information other than the actual receipt is 27 
necessary to establish the reimbursable amount, or if the reimbursement requested or to which the 28 
employee is entitled is less than the actual amount on the receipt, this explanatory information 29 
should also be filed with Travel Expense Form.  Failure to provide such documentation may lead to 30 
denial of the request in whole or in part.  All reimbursements must be approved by the Director of 31 
Schools and the Finance/Administrative Services Director or designee. 32 
 33 
 (d)  COVERED EXPENSES: MCS will reimburse the employee for actual incurred 34 
expenses on an approved trip for official business for: 35 
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 36 
  · Transportation; 37 
  · Lodging; 38 
  · Meals; 39 
  · Taxis; 40 
  · Registration fees; 41 
  · Car rental, collision and liability insurance; 42 
  · Baggage handling; 43 
  · Reasonable tips; and 44 
  · Telephone charges related to MCS business. 45 
 46 
No expense will be paid for portions of a trip taken for personal convenience or pleasure. 47 
 48 
 (e) TRANSPORTATION: Transportation shall be by the most economical and practical 49 
method.  If travel by automobile is proposed, a comparison between the cost of transportation by air 50 
and transportation by automobile (personal or rented) shall be made before out of state travel is 51 
undertaken by automobile and shall be submitted with the travel request.  The comparison shall 52 
include the cost of additional meals, lodging, and time missed from work. If two or more employees 53 
travel together by automobile, the cost comparison should reflect the reduction in expenses.  An 54 
employee shall be required to take leave for any additional time spent in travel beyond the day 55 
before and the day after the meeting dates. Reimbursement will be limited to the lesser of the two 56 
amounts. 57 
 58 
  (1) Air - Travel by air shall occur when it results in a savings relative to 59 
transportation by other means.  Air travel shall be by the most direct route available for the least 60 
cost.  No reimbursement will be made for an airfare which exceeds that available to a member of the 61 
general public traveling coach, tourist, or economy class with seven (7) days notice, without the 62 
prior authorization of the Director of Schools.  No reimbursement will be made for any additional 63 
expenses incurred to accumulate additional mileage for employees in frequent flyer programs, e.g., 64 
extending stays or layovers to schedule a particular carrier or taking a circuitous route.  The 65 
employee shall retain appropriate documentation as proof of flight to serve as a receipt for 66 
reimbursement purposes. 67 
 68 
 If it will be less expensive for MCS to pay for a dinner meal and Saturday night's lodging 69 
than for the employee to purchase an airfare which does not require a Saturday night stay, the 70 
employee may do so, even if the official business does not commence until Sunday or was 71 
completed on Friday or Saturday.  Hours required for travel shall be treated as on duty working 72 
time.  Hours spent after travel and prior to or after the commencement of the official business and 73 
hours spent after the conclusion of official business and prior to travel shall not constitute on duty 74 
working time. 75 
 76 
  (2) Personal Automobile - Use of a personally owned automobile by an 77 
employee will be reimbursable for actual mileage incurred at the rate used by the Internal Revenue 78 
Service.  The employee will not be reimbursed for maintenance or repairs required while on the trip 79 
or in preparation for the trip. 80 
 81 
  (3) Parking - MCS will reimburse an employee for parking expenses incurred at 82 
a transportation departure point (e.g., airport, train station, bus depot) which do not exceed the 83 
amounts charged for long term parking for the amount of time that the employee was traveling on 84 
official business.  That is, if an employee combines an official trip with personal time, the employee 85 
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shall be reimbursed only for the parking expense associated with the official business travel on a 86 
prorated basis. 87 
 88 
 MCS will reimburse an employee for parking expenses incurred at the travel destination 89 
(hotel, parking garage, etc.) only if the employee qualifies for use of a rental car or personal 90 
automobile under this policy and only for the parking expense associated with the official business 91 
travel. 92 
 93 
  (4) Rental Car - If taxi service is a reasonably available alternate, an employee 94 
shall be reimbursed for car rental only if the cost of such car rental is equal to or less than the cost of 95 
utilizing taxis for transportation for official business during the trip.  An employee shall purchase 96 
and be reimbursed for the cost of any additional collision or liability insurance available from the 97 
car rental agency at additional cost.  The employee shall not be reimbursed for any insurance 98 
purchased from the car rental agency above and beyond the collision or liability insurance required 99 
above under this policy. The employee shall be reimbursed for the cost of a large or specialty 100 
vehicle only when such a vehicle is necessary to accommodate the number in MCS delegation on 101 
the trip.  The employee shall request a government or weekend rate. 102 
 103 
  (5)  MCS Provided Transportation – If MCS provides transportation for a group 104 
of employees to travel together to attend a conference or seminar through a van or bus and an 105 
employee chooses to travel separately, the employee shall not be reimbursed for their mileage.   106 
 107 
  (6) Shuttle Service - If reasonably convenient and expeditious shuttle service is 108 
available from the airport to the employee's destination, such shuttle service shall be used when its 109 
costs is less than that of individual taxi service. 110 
 111 
  (7) Taxis - Upon the presentation of an original receipt, the actual cost of taxi 112 
service directly to and from a transportation departure point, place of lodging, restaurant, or business 113 
meeting place, will be reimbursable when other transportation alternatives, as described above, are 114 
not appropriate.  Taxi service to and from shopping, entertainment, or other personal trips is not 115 
reimbursable. 116 
 117 
  (8) Auto insurance - Employees who use their vehicles on MCS business or 118 
drive out of state to a conference or seminar must maintain a minimum of $300,000.00 single limits 119 
liability coverage.  An employee who does not maintain these or higher limits may not drive a 120 
privately owned vehicle out of state to a conference or seminar. 121 
 122 
  (f) LODGING: An employee shall be reimbursed for lodging expenses incurred 123 
during official business travel requiring an overnight stay not to exceed the conference or 124 
convention rate.  If the employee incurs no such expenses because the employee has stayed with 125 
family or friends, the employee shall not be entitled to a payment for the expenditure thus avoided.  126 
Should an employee share lodging with another employee, each employee shall report the expense 127 
on a pro-rated basis.  No employee shall be reimbursed for personal expenses unrelated to the 128 
official purpose of the trip, e.g., "in room" movies, personal telephone calls, or laundry/dry cleaning 129 
expenses. 130 
 131 
 (g) MEALS:  An employee shall be reimbursed for meals consumed while on 132 
official travel on a per diem basis.  The per diem rate shall be the sole method of reimbursement 133 
whether less than or more than the actual cost incurred, including tip.  The per diem rate and 134 
meal schedule shall be that used by federal employees; the CONUS rate which can be found at: 135 
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http://www.gsa.gov/portal/content/104877 .  If an employee’s meal is included as a part of the 136 
conference or seminar charge, the employee shall not seek reimbursement for that meal.  Should 137 
an employee pay for the total cost of a meal shared with other employees or MCS officials who 138 
would have been entitled to receive a per diem payment for that meal, the employee paying for 139 
the meal shall be entitled to request the per diem payment for each employee or official 140 
identified on the reimbursement request form.  141 
  142 
 (h) COMMUNICATION:  The employee shall be reimbursed for MCS work-related 143 
telephone charges incurred while on official travel if the person to whom the call is made and the 144 
purpose of the call is reported on the travel expense form.  This applies for long distance and local 145 
telephone calls.  It applies whether the calls are charged to the individual's home phone, credit card, 146 
or hotel room.  The same rules apply to charges for faxing or overnight mail.  The employee shall 147 
also be reimbursed for charges for internet or Wi-Fi access while on official travel if such access 148 
was necessary to conduct MCS business.  Employees shall not incur such charges if alternative, 149 
sufficiently secure, access is available (e.g., MCS provided “smart phone”) or if the access is for 150 
personal use and convenience. 151 
 152 
 (i) TIPS:   An employee will be reimbursed for actual expenses incurred in providing 153 
reasonable tips for service, including baggage handling, but exclusive of meals, on a per diem rate.  154 
Tips for meals are to be covered by the per diem rate for meals.     155 
   156 
 (j) PERSONAL AND RELATED EXPENSES: In addition to the personal expenses 157 
already mentioned for which reimbursement is not available, MCS will not reimburse an employee 158 
for additional flight or trip insurance purchased, nor will MCS reimburse an employee for parking 159 
fines or traffic violations. 160 
  161 
 Should the employee incur expenses not directly related to the travel, the employee shall 162 
submit a separate request for reimbursement.  For example, should photocopying be required while 163 
an employee is on a trip, that reimbursement request shall be made separately. 164 
 165 
 (k) TRAVEL WITH OTHERS:  (1) Non-employee expenses: MCS will not 166 
reimburse employees for the costs of persons traveling with the employee who are not MCS 167 
employees. This includes, but is not limited to, spouses, children, and other family members.  For 168 
example, MCS will not reimburse an employee for the cost of a spouse's participation in a "Spouse 169 
Program" during a conference.  An employee will not be entitled to any reimbursement for expenses 170 
incurred solely for a non-employee, spouse, or child e.g., meals, airfare, shuttle service, etc. 171 
 172 
  (2) Increased employee travel expenses:  MCS will not reimburse an employee 173 
for costs which are greater than the costs which would have been incurred if the employee had 174 
traveled without the other individual(s) who was not a MCS employee or official.  For example, if 175 
the employee is entitled to rent a vehicle and chooses to rent a van because of the presence of family 176 
members, the employee will only be entitled to reimbursement for an amount equal to that of a 177 
standard sized car rental. 178 
 179 
  (3) Non-increased employee travel expenses: The employee will be reimbursed, 180 
in full, for costs incurred which are not increased by the presence of other individual(s).  For 181 
example, if the cost of a hotel room is the same regardless of the number of occupants, an employee 182 
traveling with a non-employee will be entitled to full reimbursement of such lodging expense.  183 
Similarly, if rental of a standard sized car is justified under this policy, the employee will be entitled 184 
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to full reimbursement for such expense even though the automobile was also used to transport a 185 
non-employee. 186 
 187 
  (4) For purposes of this travel policy, if the spouse of MCS official or employee 188 
is a  MCS employee, the spouse shall not be considered an employee for the purpose of this travel 189 
reimbursement policy unless the spouse has official business on the trip and the spouse’s travel 190 
plans are approved in advance by Director of Schools. 191 
 192 
 (l)   ADVANCES:  Under unusual circumstances or for good justification, an advance of 193 
funds for travel related expenses may be made.  Any request for an advance must describe the items 194 
to be covered by the advance and their estimated cost.  No advance is to be made without the 195 
approval of the Director of Schools, whose decision is final.  A Travel Expense Form with receipts 196 
and the return of any excess funds must be filed within fourteen (14) days of travel as provided in 197 
Subsection (c) above, and any remaining cash advance must be returned.  Any person failing to 198 
return or account for a cash advance within the fourteen (14) days as aforementioned, will not be 199 
eligible for consideration of another cash advance for at least one (1) year. 200 
 201 
 (m)  DIRECT PAYMENTS:  MCS may, on its own initiative or at the employee's 202 
request, pay a provider directly for travel expenses, including meals and lodging, and registration 203 
fees for conferences, conventions, seminars, and other education programs. 204 
 205 
 (n) BOARD MEMBERS:  All provisions of this Travel Expense Policy shall also apply 206 
to the Murfreesboro City School Board and members traveling on MCS business with the exception 207 
that travel reimbursement requests shall be sent to the Finance/Administrative Services Director for 208 
approval rather than the Director of Schools. The Finance/Administrative Services Director shall 209 
review the request to ensure compliance with Board policies and that adequate funds exist in the 210 
Board budget for the requested amount.  See also BO44, Reimbursement of Expenses Policy for 211 
Murfreesboro City School Board.  212 


