
POLICY 4 EMPLOYEE TRAVEL AUTHORIZATION AND REIMBURSEMENT 

A. GENERAL EXPECTATIONS

B. 

All employees of the District are expected to use good judgement regarding the

expenditures of the funds for travel expenses.

DOCUMENTATION OBJECTIVES

The procedures for documenting the expenses involved with employee travel on

District related business activities are designed to provide public accountability in

two areas:

1. All travel requests are subject to preapproval to ensure that the

travel is appropriate to the needs of the District and that budgeted

funds are available for specific travel requests.

2. Reimbursements shall only be made upon receipt of appropriate

documentation for actual expenses incurred during approved travel

events.

C. APPROVAL

Management shall authorize reasonable registration, travel and attendance

expenditures in advance within the budgeted amounts adopted by the Board.

D. TRAVEL SETTLEMENT

The employee shall turn in receipts for lodging and all other expenses within one

week of completing the travel to be eligible for reimbursement.

E. GUIDELINES

The following general guidelines apply to the reimbursement of the employee

travel expenses.

1. Transportation: The actual cost of transportation, taxi fares, telephone cost and

similar items incidental and necessary to the performance of official business

while in travel status will be paid. If the employee's personal vehicle is used,

the District will reimburse the employee at the current IRS mileage rate for the

actual mileage required for the trip. Parking and other related expenses must

be documented by receipt.

2. Lodging: Hotel and motel accommodations should be appropriate to the

Columbia Irrigation District 




