
8.16 – CLASSIFIED PERSONNEL REIMBURSEMENT OF TRAVEL EXPENSES 
 
Employees shall be reimbursed for personal and/or travel expenses incurred while performing 
duties or attending workshops or other employment-related functions provided that prior written 
approval for the activity for which the employee seeks reimbursement has been received from 
the Superintendent, Principal (or other immediate supervisor with the authority to make school 
approvals), or the appropriate designee of the Superintendent. 
 
It is the responsibility of the employee to determine the appropriate supervisor from which he 
must obtain approval. 
 
Reimbursement claims must be made on forms provided by the District and must be supported 
by appropriate original receipts.  Copies of receipts or other documentation are not acceptable 
except in extraordinary circumstances. 
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