Office of Superintendent of Schools April 28, 1999
Board Meeting of May 12, 1999

Financial Affairs
Richard H. Hinds, Chief Financial Officer

SUBJECT: PROPOSED AMENDMENT OF SCHOOL BOARD RULE: FINAL READING 6GX13-
3D-1.021, INTERNAL FUNDS--SPECIFIC PROCEDURES

The School Board of Miami-Dade County, Florida, announced on March 17, 1999, its intention to
amend School Board Rule 6Gx13- 3D-1.021, Internal Funds-Specific Procedures, at the meeting of
May 12, 1999.

The Notice of Intended Action was published in the Miami Daily Business Review on March 22, 1999,
posted in various places for public information and mailed to various organizations representing
persons affected by the amended rule and to individuals requesting notification.

The time fo request a hearing or protest the adoption of this rule has elapsed.

In accordance with the provisions of the Administrative Procedure Act, this amended rule is presented
to The School Board of Miami-Dade County, Florida, for adoption and autherization to file the rule in
the official records of The School Board of Miami-Dade County, Florida.

Attached are the Notice of Intended Action, the amended rule, and the documents, the Manual of
Internat Accounting for Elementary Schools and the Manual of Internal Accounting for Secondary
Schools, which is incorporated by reference and is a part of this rule. Changes from the current rule
are indicated by_underscoring words to be added and striking-threugh words to be deleted.

RECOMMENDED: That The School Board of Miami-Dade County, Florida, adopt amended School
Board Rule 6Gx13- 3D-1.021, Internal Funds-Specific Procedures, the
documents, the Manual of Internal Accounting for Elementary Schools, and
the Manual of Internal Accounting for Secondary Schools, and authorize the
Superintendent to file the rule with The School Board of Miami-Dade County,

Florida, to be effective May 12, 1999.
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NOTICE OF INTENDED ACTION

THE SCHOOL BOARD OF MIAMI-DADE COUNTY, FLORIDA, announced on March 17, 1999,
its intention to amend Board Rule 6Gx13- 3D-1.021, Internal Funds—Specific Procedures, at its
meeting of May 12, 1999.

PURPQOSE AND EFFECT: To increase the schools’ internal fund travel limits to accomodate the
effects of inflation, to eliminate perfunctory procedures and to modify other procedures to agree
with district funded travel.

SUMMARY: To modify established policies and procedures for the authorization and
reimbursement of travel expenditures payable from the schools’ internal fund accounts.

SPECIFIC LEGAL AUTHORITY UNDER WHICH RULEMAKING IS AUTHORIZED: 230.22(2) ;
230.23 (17}, E.S. :

LAW IMPLEMENTED, INTERPRETED, OR MADE SPECIFIC: 230.23005(2); 237.02(4); 717.1035;
717.113, F.S.; 6A-1.085; 6A-1.087 FAC

IF REQUESTED, A HEARING WILL BE HELD DURING THE BOARD MEETING OF May 12,
1999, which begins at 1:00 p.m., in the School Board Auditorium, 1450 N.E. Second Avenue,
Miami, Florida 33132. Persons requesting such a hearing or who wish to provide information
regarding the statement of estimated regulatory costs, or to provide a proposal for a lower cost
regulatory alternative as provided by Section 120.541(1), F.S., must do so in writing by April 12,
1999, to the Superintendent of Schools, Room 912, at the same address.

ANY PERSON WHO DECIDES TO APPEAL THE DECISION made by The School Board of Miami-
Dade County, Florida, with respect to this action will need to ensure the preparation of a verbatim

record of the proceedings, including the testimony and evidence upon which the appeal is to be
based. (Section 286.0105, Florida Siatutes)

A COPY OF THE PROPOSED AMENDED RULE is available for inspection and copying at cost

by the public in the Citizen information Center, Room 158, 1450 N.E. Second Avenue, Miami,
Florida 33132.

Originator; Mr. Rodolfo J. Rodriguez
Supervisor:  Dr. Richard H. Hinds
Date: February 24, 1999



6Gx13- 3D-1.021
Non-salaried Accounts

INTERNAL FUNDS--SPECIFIC PROCEDURES

The specific procedures to be followed are given in the Manual of Internal
Accounting for Elementary Schools and the Manual of Internal Accounting
for Secondary Schools, which are incorporated by reference in this rule and
are a part hereof. The Manual of Internal Accounting for Elementary
Schools and the Manual of Internal Accounting for Secondary Schools are
on file in the Board Office and in the Citizen {nformation Center.

Specific Authority: 230.22 (2); 230.23 (17) F.S.

Law Implemented, Interpreted, or Made Specific: 230.23005(2). 237.02(4); 717.1035;
717113, F.S;
BA- 1.085; 6A- 1.087 FAC

History THE SCHOOL BOARD OF MIAMI-DADE COUNTY, FLORIDA
Repromulgated: 12-11-74

Amended: 5-4-83; 12-7-83; 12-11-85; 8-20-86; 8-22-90; 1-9-91; 8-4-91, 4-22-92
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1993-1991 Final Reading
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POLICY NUMBER
PROGEDBURES
OPERATING PROCEDURES
REIMBURSEMENT OF TRAVEL EXPENDITURES 7-7
. OPERATING POLICIES AND PROCEDURES
A. Certain reimbursements are permissible for travel expenses of school

personnel if funds are available and expenditures properly approved.

Such expenditures are governed by Florida Statutes 112.061 and School
Board Rule 6Gx13-4C-1.07, specifying Board formulas for travel expenses,
and all of the following as applicable. (See Trave! Policies_& Procedures
Manual for further details)

Qut-of-County Travel

B. Board formulas for transportation and per diem expenses shall be used in
computing expenses for all trips

1. Schools shall be authorized to budget annually for employee travel,
- provided funds are available, according to the following maximums:

Senior High Schools $3-000
Vocational Technical Centers $3.808
Aduit/Vocational Centers ) $3;000
Middle Schools $2;5600
Elementary Schools $2;000
Community Schools $1-660

d.

3,50

3,50

3.50

3.00

2.50

EEEEEE

1,50

Elementary and secondary schools shall budget from

General—+und Program.

If_the school does_not have

sufficient funding fo meet their travel needs, up to the

specified maximum, the school may use district funds_to

supplement any deficiency.

Actual travel expenditures will

be recorded in General Fund Program, Travel Aecouitt
Function. Under no circumstances are both funding sources

fo exceed established maximums
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POLICY NUMBER
RROGERBURES
OPERATING PROCEDURES
REIMBURSEMENT OF TRAVEL EXPENDITURES 7-7.1
b. Vocational Technical Centers, Adult Education Centers, and

Special Vocational Centers shall budget from the General
Fond  Program. Upon approval of the Assistant
Superintendent for the Office of Veeational Applied
Technology, Adult, Career and Community Education
(OATACCE), additional funds may be allocated/budgeted to
meet special needs. Actual travel expenditures will be

recorded in the Travel Aeeeunt Function

C. Evening programs in Vocational Technical Centers shall be
considered separate entities for purpose of establishing
travel budgets

Budgets for coaching personnel are not included above, see Athletic
Manual for details

Funds for employees chaperoning students, not included above,
will be budgeted from sponsoring activity-aeeeunts functions

Schools operating community schools shall budget $4-668 $1,500

from Community School Trust+und Program. Upon approval of the
Assistant Superintendent for ‘the Office of-\eeationak Applied
Technology Adult, Career and Community Education, additional
funds may be allocated/budgeted to meet special needs. Actual
travel expenditures will be recorded in_the FrustFand Community
School Program, Travel Aeeount Function, Transfer of funds will be
made from Activity Aeceetnt Function to cover travel expenditures
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POLICY

PROGEBURES

NUMBER
OPERATING PROCEDURES
REIMBURSEMENT OF TRAVEL EXPENDITURES 7-7.2

TRAVEL EXPENSES--SCHOOL EMPLOYEES, AND OTHER AUTHORIZED
PERSONS

The following classifications of personnel shali be eligible for reimbursement for
travel expenses:

A.

Employees representing Superintendent of Schools and/or Board on official
school business or employees whose regular assignment necessitates
travel from their official headquarters or post of duty on school business

Employees or other persons authorized to attend conferences and
conventions of official educational agencies and of professional
organizations

Teachers, other employee chaperones, and non-employee chaperones
accompanying students in official capacity on approved student travel.
Such expense generally paid from fund raising proceeds

APPROVAL OF TRAVEL AND REIMBURSEMENT

A.

B-

B.

Region Assistant Superintendent or designee and the Deputy

Superintendent, School Operations will approve school principal's and
assistant principal’'s travei and reimbursement

School site employees: Non-administrative personnel require the prior
approval of the school principal and the Redgion Superintendent
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POLICY NUMBER
PROGEBURES

OPERATING PROCEDURES

REIMBURSEMENT OF TRAVEL EXPENDITURES 7-7.3

C.

Request for student groups to feave, the county must be directed to
Region Assistant _sSuperintendent for approval

1. Requests for out-of-state trips must be presented, through
rRegion Assistant sSuperintendent, for Board approval

2. On all school sponsored trips involving students traveling by
air, travel should be with a carrier which is F.A.A. cerfified as
an air carrier

3. Supporting document on airline travel must be include a
copy of actual ticket used

V. AUTHORIZED EXPENSES FOR TRAVEL OUTSIDE_MIAMI- DADE COUNTY

A

All authorized personnel whose official duties require them to travel out-of-
county, and other authorized travelers are eligible for reimbursement in
accordance with Florida State Statutes, Rules and Board Policy. Official
duty is defined to include meetings, conferences, workshops and other
school business requiring travel that has been approved prior to the date
of travel

Following general regulations shall be applicable to travel of employees:

1. Temporary Duty- Any employee in order to be eligible to have
expenses paid for travel-shalthave-filed-inadvanceof sueh

g oy oy 1y L) o - Ko = =W
v

Personnel must _obtain, prior to travel their immediate
supervisor's approval on Payroll Leave Card (Form FM

2671),

REPLACE a DATE ISSUED PAGE

NUMBER

DATED PAGE




POLICY NUMBER
PROGEDURES

OPERATING PROCEDURES

REIMBURSEMENT OF TRAVEL EXPENDITURES 7-7.4

i

Superintendent's Representative- The Superintendent or his
designee, is authorized to approve travelers as the Superintendent's
representative to seminars, conferences, conventions and similar
type meetings, and on assignment during the legislative session in
Tallahassee. When traveling as the Superintendent's
representative, it must be documented through a confirming
memorandum to the Superintendent, or his designee espesially

Maximum Expenses - Expenses in excess of-$+668 $1,500 per
person,_per trip excluding registration fees and tuition, must be
approved by the Superintendent or designee Beard-upon-the

.
i v » - hysineas—mo

Maximum Number of Qut of County Trips - The maximum number
of out-of-county trips an employee may fake during any schoo! year,

will be_decided by the administrator responsible for _the travel
authorization )
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PROGEDURES

OPERATING PROCEDURES

NUMBER

REIMBURSEMENT OF TRAVEL EXPENDITURES 7-7.5

6. 5.

Maximum Length of Temporary Duty - Temporary duty for single trip
shall not exceed-ength duration of conference plus required travel
time to and from, regardless of source of funds. Exceptions must be
recetved approved by rRegion Assistant sSuperintendent and

approved by Deputy Superintendent, ef Schools Operations or
designee

Reimbursement of Expenses By Other Agencies - Employees
requested or directed to attend conferences or conventions by the
State Florida Department of Education or institutions when such
agencies agree to reimburse the Board in full, may be approved for

full expenses according to the Board-transpertatien palicy and per
diem formulas

Record of Trips - The region office shall maintain record of each out-
of-county trip for school principals and assistant principals
authorized for temporary duty. Record shall include:

Name of traveler

Dates away from school location

Location of conference or activity

Fund source and amount of fravel expenses
Registration and tuition cost

Cumulative total of temporary duty days for school year

Records of Program or Agenda - Copy of program or agenda of
convention or conference, itemizing registration fees and meals or

lodging included in registration fee, shall be on file inthe-region
effice;afd-keptonfite at the school for auditing purposes

PAYMENT OF EXPENSES FROM INTERNAL FUND

Principal and school administrative personnel

Upon return from approved fravel, the principal and other school administrative
personnel will submit a_check requisition and_an appropriate travel form, with
required supporting documents attached, to the region office for approval. Upon

the region office approval, prifeipat reimbursable expenses will be paid

reimbursable-expenses from the schoolg' internal fund. Approved documents-witt
must be retained for audit by the school treasurer
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POLICY NUMBER
PROGEDBURES

OPERATING PROCEDURES

REIMBURSEMENT OF TRAVEL EXPENDITURES 7-7.6

School Employee

Upon return from approved travel the school employee will submit a check
requisition and an appropriate travel form with required supporting documents
attached, to the school principal for approval. Upon approval, the school
employee will be paid reimbursable expenses from the schools' internal fund.
Approved documents-witl must be retained for audit by the school treasurer

A. Following exceptions related to cash advances, direct payments to vendors
for meals and lodging, and advance registration in connection with
approved travel and required advance payment shall be used only with
approval of the Rregion Assistant Ssuperintendent or designee:

1. Cash Advancements

a.

Cash advancements fo authorized fravelers on official
business, in amount not to exceed estimated out-of-pocket
reimbursable expenses, may must be authorized by regien

assistantsuperintendent-or-desighee the approval chain as

explained in Section lll. The advance payment ear should
not be more made earlier than 30 days prior to travet the

departure date

Authorized traveler shall submit final accounting with
necessary supporting documents to the Rregion Ogffice
within 10 working days followmg the return from official
travel status

Traveler must refund amount of cash advancement
exceeding the actual reimbursable expenses

Balance due to the traveler will be paid after completion of
travel and accounting for the expenses
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POLICY NUMBER
PROGEBURES
OPERATING PROCEDURES
REIMBURSEMENT OF TRAVEL EXPENDITURES 7-7.7
2. Payments to Vendors
a.

Direct payment to vendors for authorized emergency travel
for meals and lodging of employees may be authorized by the
principal and the Rregion Assistant Ssuperintendent or
designee not to exceed authorized per diem, if requested by
employee

Final accounting with necessary supporting documents shal
be provided to the region office by_the employee within 10
working days of return from official travel status

Balance due to the traveler will be paid after completion of
travel and accounting for the expenses

3. Advance Payments

a.

Travel advances not in excess of the estimated out-of-
pocket expenses may be paid to authorized travelers on
official business when approved by the Superintendent or his
designee

Required advance registration fees and purchase of airline
tickets for authorized travelers attending seminars, training
sessions, conferences, conventions, or other similar meetings
requested by administration, may be paid from school internal
accounts funds directly to_the conference or the airline. The
advance can not be more than 30 days prior to the travel date

Final accounting or refunds shall be made within ten (10)
working days to_the region office following the return from
official travel status

Balance due to the traveler will be paid after completion of
travel and accounting for_the expenses
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POLICY NUMBER
PROGEBURES

OPERATING PROCEDURES

REIMBURSEMENT OF TRAVEL EXPENDITURES 7-7.8

B. The following exeeption-retates apply to student travel with employees and
" orhvowit e einal-

1. Student Travel Advance

a.

Number List of employees accompanying students and
individuals selected chaperones must be approved in
advance by the schoo] principal

b. Advances for student trips fravel must be requested on
standard official form and approved by the school principal
2. Final payment for out-of-county fravel may not exceed actual

expenses for students and non-employee chaperones and Board

fermuta policy for employee chaperones, provided funds are
available

a.

Student expenseg usually paid from fund-raising proceeds,
whiekt may be used to pay expenses of accompanying
employees or non-employee chaperones

Donations from Ppersonal funds or allied organization fund-

ralsmg proceeds may be deposxted iﬁf&S&h&GHﬁfefﬁai—ftfﬁdS

group and/or club function to aSS|st schools with student
travel expenses

Expenditures for non-employee chaperones for activities
within the county may not exceed actual expenditures for
meals and room, in accordance to Board policy and per diem
formula if such are necessary for chaperone funciion,
providinged funds are available. Employee chaperones or
non-employee chaperones and student expenditures must be
separately documented
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POLICY NUMBER
PROGEDURES

OPERATING PROCEDURES

REIMBURSEMENT OF TRAVEL EXPENDITURES 7-7.9

VI

TRAVEL EXPENSES NOT AUTHORIZED

A No-i[n-county trave! expenses incurred overnight are not reimbursable

unless:

Traveleradministratively-assighedon assignment involves official business
outside of regular office hours and away from regular place of employment

where and incurred expenses are considered reasonable and necessary

and

Meal times involved or overnight lodging are required:;

Prior approval of the Superintendent or designee has been given

Acesunts fund for:

B. Travel expenses shall not be authorized to be paid from school internal

1. Employees who received college credits fer-werk—dene while i
attendanceat_attending 2 workshop, seminar, conference or similar

meetings

2. Classroom teachers te atftending subject-area meetings or
conferences, unless the classroom teacher is authorized to attend

steh-meeting by the administration

Frips Travel is not school related

4. Expenses incurred by spouse or other non-authorized personnel
who may accompany authorized traveler—and

5. Travel to music clinics, festivals, and other music affairs when

students are not officially participating
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POLICY NUMBER
PROGEDURES

OPERATING PROCEDURES

REIMBURSEMENT OF TRAVEL EXPENDITURES 7-7.10

Vil. TRAVEL EXPENSES - COMPUTATION FORMULAS
Greater possible economy shall be obtained by avoidance of unnecessary travel
and joint travel whenever feasible. Travelers gratuitously transported or riding with
an authorized traveler in his/her private vehicle being paid mileage are not entitled
to any transportation payment
Formulas below shall be used in computing payment for travel expenses for
school authorized travelers
A. Transportation by Privately Owned Vehicle
1. No approval is given for travel using a private aireraft air or seacraft
due to Hability insurance constraints. No reimbursement will be
made for such travel expenses
2.
rate—for-fiscal-year—1985-06-s—26¢—per-mile: Mileage dis'tance
claimed should be based on maximum provided for round trip
automobile mileage according_to American Automobile Association
(AAA) or other reliable source. .The current reimbursable rate will
be the same rate being paid for mileage from budaetary district
funds according to the Travel Policies & Procedures Manual
3. Necessary parking and storage fees; bridge, road, ferry, and tunnel
tolls shall be reimbursed when supported by receipts
4, Reimbursement for private vehicles must not exceed the most
economical air fare when adequate air service is available
5. Necessary local travel shall be reimbursed and is to be shown
separately on the voucher
REPLACE ' DATE [SSUED PAGE
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POLICY NUMBER
PROGEDURES
OPERATING PROCEDURES
REIMBURSEMENT OF TRAVEL EXPENDITURES 7-7.11
6. Travel by privately owned vehicle in lieu of publicly owned vehicles

or common carrier may be authorized by the region office

a. Traveler entitled to mileage allowance at the rate prescribed
by Board policies or common carrier fare for such travel,
whichever is most economical

b. Effort should be made by traveler to determine in advance
the best fares available by public carrier

C. The Rregion office shall approve most economical means of
travel for each trip, taking into consideration travel time, cost
of transportation (mileage) and other pertinent factors, and
per diem or subsistence for required travel

B. Transportation by Public Carrier

1. Reimbursement for necessary travel on common carrier at minimum
rates (receipts required)

2. Necessary taxi, limousine, and-bus fares when supported by a
receipt or detailed signed statement

3. Set charges for baggage handling when supported by a receipt or
detailed signed statement

4, No tips and gratuities will be reimbursed

C. Per Diem or Meals for Lodging Allowance for Travel

Traveling expenses ofiravelers shall be limited to those expenses

necessarily incurred by—them in the performance of public purpose
authorized by law andmustbe within the limitations prescribed by law
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POLICY NUMBER
PROGEDURES

OPERATING PROCEDURES

REIMBURSEMENT OF TRAVEL EXPENDITURES 7-7.12

1. Types of Travel:

a. Class A travel - continuous travel 24 hours or more,
reimbursed on a quarter-day per diem basis or fraction
thereof, as follows:

12:00 midnight to 6:00 a.m.
6:00 a.m. to 12:00 noon

12:00 noon to 6:00 p.m.
6:00 p.m. to 12:00 midnight

b. Class B travel - continuous overnight, but less than 24 hours
reimbursement on a quarter-day per diem basis commencing
at the time of departure

o Class C travel - Not overnight, only meal allowances are
reimbursable

d. The current per diem rate is $50 per day at the rate of $12.50
per quarter-day or fraction thereof

2. Per diem meal allowances are as foliows:

a. Breakfast—\When travel begins before 6:00 a.m. and extends
beyond 8:00 a.m. —§3-06

b. Lu;]ch--When travel begins before 12:00 noon and extends
beyond 2:00 p.m. _ -$6:60

c. Dinner-When fravel begins before 6:00 p.m. and extends

beyond 8:00 p.m. $12:66

Refer to the district Travel Policies & Procedures Manual for most

current per diem meal allowance rates
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POLICY NUMBER
PROGEDURES

OPERATING PROCEDURES

REIMBURSEMENT OF TRAVEL EXPENDITURES 7-7.13

3.

Rates of per diem and subsistence allowance;

Fach employee and authorized person traveling to attend a
convention, conference, ef a meeting, or+e conducts bona fide
school business, which the convention, conference, meeting, or a
business who directly serves direet and _its lawful purpose with_is
relatiened to the school system, shall be reimbursed for the
following expenses while attending or conducting such functions:

b-a. In- and out of state travel - Per diem at prescribed rate or
actual expenses

e-b. If actual expenses exceed per diem: _the necessary and_is
reasonable expenses for lodging at single occupancy rate_is

to be substantiated by -paid bills. Therefore—plus—treal
aftowance Meals will be reimbursed based upon state

guidelines as discussed in Section 7-7.12 of this manual

e-c. Ne-ere; wWhether fraveling in or out of state erin-state, no
one shall be reimbursed for any meal or lodging included in
convention or conference registration feeg paid by_the state.
When lodgings or meals are provided by state institutions, the
traveler shall be reimbursed only for actual expenses
incurred for efsuek lodging or meals, not to exceeding the
maximum provided for in this subsection
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POLICY NUMBER
PROGEDURES

OPERATING PROCEDURES

REIMBURSEMENT OF TRAVEL EXPENDITURES 7-7.14

Registration Fee

When a Where registration fee is charged for attending a
conference, convention, seminar or g similar type of meeting, the
expense ef for such fee an activity shall be allowed. The
registration fee-wilt _shall be recorded in the travel account function

Communications

Reasonable and necessary expenses for communications for
during official business while in authorized travel status, such as:
telephone, telegraph; mail, facsimile (fax), and other similar items,
properly supported by paid receipts where possible, shall be
allowed

VIll. TRAVEL EXPENSE REPORTS - EMPLOYEES AND ACCOMPANYING

STUDENTS

A

ReguestForTravel-Advance—Reimbursementform Travel Expense Report
By Faculty When Accompanying_Students form (FM-0994) must be

presented to the appropriate supervisor for to secureirg advance for travel
expenses or for reimbursement of fravel expenses

1. Estlmated expense section of form FM-0994 provides for request
and approval of expense advances_for travel expenses
2. For individual transportation or student expenses fill in all applicable
information
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POLICY NUMBER
PROGEBURES

OPERATING PROCEDURES

REIMBURSEMENT OF TRAVEL EXPENDITURES 7-7.15

B. Actual expense section provides for detailed summary of expenses upon return
from trip
1. Document as indicated on form (FM-0994):
a—Date— a. Employee name
b—Name-ofemployee b. Date
c. Employee number
¢——FEmployee-work-phene-number d. AEmgtoyee position
e—Schoolfdepartment e. Work location
f—Heme-address f School name
g. Description of conference
h——Ferwhatreasen o 1 Purpose for travel
t——toeation—— L Destination
j.—B—a{ee—&e'—Freﬂﬂ)— i _Travel mode
lk——Fravetaloneorwithstudents k Actual departure/return-date
and time
———Mode-oftravet I Statement or expenses
(Employee- 1 thru 9)
REPLACE DATE ISSUED PAGE
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POLICY NUMBER
PROGEBURES
OPERATING PROCEDURES
REIMBURSEMENT OF TRAVEL EXPENDITURES 7-7.16
—Departure-infermation m.  Statement of expenses
(Students- 10A thru 10D)
a—Returm n. Advance requested
o——TFranspoertation-expense 0. Summary of expenses and

r——Incidental-expenses L
{submit-statement)

s—otudentexpenses S

+——Signature-ofemployee t

%

payments

Traveling emplovee's signature
and date signed

Funds available certification

Account name

Treasurer’s signature/date signed
Principal's signature/date signed

Region Office/School Operations
Approval and date
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REIMBURSEMENT OF TRAVEL EXPENDITURES 7-7.21

ILLUSTRATION (7-5)
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REIMBURSEMENT OF TRAVEL EXPENDITURES 7-717
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2. Individual reports must be fited _prepared by the employee requesting

reimbursement for mileage and/or per diem

3. Reimbursement for mileage of a private vehicle cannot exceed -

minimum cost of an airline ticket

4. Equivalent of meals included in registration fees must be deducted
from the meal allowance or per diem

C. Total expenses for individual employees may not exceed Board policy, a
maximum of-$+:668 §1,500 per trip, excluding tuition and reqistration fees

D. Filing
1. Forms involving payments will document final payment
2. Forms involving refunds should be attached to_the check requisition for

advance
IX. TRAVEL EXPENSE REPORT - ADMINISTRATIVE OR EMPLOYEE
A Request For Travel Advance--Reimbursement form FM-1104 must be
presented to_the appropriate supervisor-ferto secureing any advance for

travel expense, or for reimbursement of travel expenses

1. Estimated expense section of the form provides for_the request and
approval of expense advances

2. For individual transportation, fill in applicable information

O o o B 0T S
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B.

Actual expense section provided for detailed summary of expenses upon

return from trip

1. Document as indicated on form FM-1104
a. Travel summary
b. Name of employee
c. Emplyee number |
d. Date
e. School/Department
f. Work location
g. Pay code

h. Dates (from-to)

t—osattend L Description of conference
f—FAsa— i Reason for fravel
k—Days-taken k. .Additional days taken / type
of leave

F——ocation L Destination
m—Signature m. Traveler's signature
n. Date
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0. Departure information

p. Travel data

g—Aetual q. Actual departure information

r. Transportation

S. Per Diem

t. Registratiqn fee (submit reéeipt)

u. Ihéidental expenses (submit recéipt)

V. Total expénsés

w. Charge to

»x—Atthorization X. Authorization / Certification_of
available funds

y——Approved- y. ~ Typed signatures

z—Sighature Z Signature / titles / date

ag—Approvedforpayments aa.
bb.

Certification of actual expenses

Approved for payment
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2. Individual reports must be filed prepared by the employee
requesting reimbursement for mileage and/or per diem -

3. Reimbursement for mileage of a private vehicle should not exceed
minimum cost of an airline ticket, unless otherwise documented in
writing and authorized prior to actual travel

4. Equivalent of meals included in registration fees must be deducted
from meal allowance or per diem

C. Total expenses for mdwxdual employees may not exceed the Board policy

D.
1. Forms involving payments will document final payment
2. Forms involving refunds should be attached fo the check requisition
for advance
X. FEDERAL AND STATE TAXES .
A All air travel is subject to Federal excise tax
1. Hotel and motel accommodations for school personnel are not
subject to Florida Sales or Resort Tax
2. : § ¢ :
Present Florida sales tax exemption number to the hotel clerk when
registering
3. If the hotel clerk refuses to honor exemption, reimbursement for
sales tax paid may be made fo the employee
B. Taxes in states, other than Florida, which apply to hotel and motel
accommodations must be paid and reimbursed to fravel
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OPERATING POLICIES AND PROCEDURES

A.

Certain reimbursements are permissible for travel expenses of school
personnel if funds are available and expenditures properly approved.

Such expenditures are governed by Florida Statutes 112.061 and School
Board Rule 6Gx13-4C-1.07, specifying Board formulas for travel expenses,
and all of the following as applicable. (See Travel Policies & Procedures
Manual for further details)

Out-of-County Travel

Board formulas for fransportation and per diem expenses shall be used in
computing expenses for all trips

1.

Schools shall be authorized to budget annually for employee travel,
provided funds are available, according to the following maximums:

Senior High Schools $3,060 $3,500

Vocational Technical Centers $3;060 $3.500

Adult/Vocational Centers ) £$3-606 $3,500

Middle Schools $2.500 $3.000

Elementary Schools $2.066 $2.500

Community Schools $1;600 $1,500

a. Elementary and secondary schools shall budget from
General+urd Program. [f the schgol does not have

sufficient funding to meet their travel needs, up to the

specified maximum, the school may use district funds to
supplement any deficiency. Actual travel expenditures will

be recorded in General Fund Program. Travel Accedit
Function. Under no circumstances are both funding_sources

{o exceed established maximums

REPLACE

NUMBER

DATED PAGE

DATE ISSUED PAGE




POLICY NUMBER
PROGEDURES
OPERATING PROCEDURES
REIMBURSEMENT OF TRAVEL EXPENDITURES 7-7.1
b. Vocational Technical Centers, Adult Education Centers, and

Special Vocational Centers shall budget from the General
Fund . Program. Upon approval of the Assistant
Superintendent for the Office of “ocatierat Applied
Technology, Adult, Career and Community Education
(OATACCE), additional funds may be allocated/budgeted to
meet special needs. Actual travel expenditures will be
recorded in the Travel Aeeouft Function

C. Evening programs in Vocational Technical Centers shall be
considered separate entities for purpose of establishing
travel budgets

Budgets for coaching personnel are not included above, see Athletic
Manual for details

Funds for employees chaperoning students, not included above,
will be budgeted from sponsoring activity-aeesunts functions

Schools operating community schools shall budget $4:666 $1,500
from Community School TrustHund Program. Upon approval of the
Assistant Superintendent for ‘the Office of-ocational Applied
Technology Adult, Career and Community Education, additional
funds may be allocated/budgeted to meet special needs. Actual
travel expenditures will be recorded in_the Frust+und Community
School Program, Travel Aeeotnt Function. Transfer of funds will be
made from Activity Aceeunt Function to cover travel expenditures
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TRAVEL EXPENSES--SCHOOL EMPLOYEES, AND OTHER AUTHORIZED
PERSONS

The following classifications of personnel shall be eligible for reimbursement for
fravel expenses:

A

Employees representing Superintendent of Schools and/or Board on official
school business or employees whose regular assignment necessitates
travel from their official headquarters or post of duty on school business

Employees or other persons authorized to aftend conferences and
conventions of official educational agencies and of professional
organizations

Teachers, other employee chaperones, and non-employee chaperones
accompanying sfudents in official capacity on approved student travel.
Such expense generally paid from fund raising proceeds

APPROVAL OF TRAVEL AND REIMBURSEMENT

A

[

Region Assistant Superintendent or designee and the Deputy

Superintendent, School Operations will approve school principal's and
assistant principal's travel and reimbursement

School site employees:  Non-administrative personnel require the prior

approval of the school principal and the Region Superintendent
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C.

Request for student groups to leave, the county must be directed to
rRegion Assistant _sSuperintendent for approval

1. Requests for out-of-state trips must be presented, through
rRegion Assistant sSuperintendent, for Board approval

2. On all school sponsored trips involving students traveling by
air, travel should be with a carrier which is F.A A, certified as
an air carrier

3. Supporting document on airline travel must be jnclude a
copy of actual tickef used

V. AUTHORIZED EXPENSES FOR TRAVEL OUTSIDE MIAMI- DADE COUNTY

A.

All authorized personnel whose official duties require them to travel out-of-
county, and other authorized travelers are eligible for reimbursement in
accordance with Florida State Statutes, Rules and Board Policy. Official
duty is defined to include meetings, conferences, workshops and other
school business requiring travel that has been approved prior to the date
of travel

Foliowing general regulations shall be applicable to travel of employees:

1. Temporary Duty- Any employee in order to be eligible to have
expenses paid for travel-shal-havefiledHradvanece-ofsueh

Persennel must obtain, prior to travel. their immediate
supervisor's _approval on_Payroll Leave Card (Form FM

2671
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[~

Superintendent’s Representative- The Superintendent or his
designee, is authorized to approve travelers as the Superintendent's

representative to seminars, conferences, conventions and similar
type meetings, and on assignment during the legislative session in
Tallahassee. When fraveling as the Superintendent's
representative, it must be documented through a confirming
memorandum to the Supermtendent or hIS de3[gnee especially

Maximum Expenses - Expenses in excess of-$+866 $1.500 per
person,_per trip excluding registration fees and tuition, must be
approved by the Sugenntendent or. destgnee Beafd—trpeﬁ—the

Maximum Number of Out of County Trips - The maximum number

of out-of-county trips an employee may take during any school year,
will be decided by the administrator responsible for the travel

authorization
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6.5

Maximum Length of Temporary Duty - Temporary duty for single trip
shall not exceedHength duration of conference plus required travel
time to and from, regardless of source of funds. Exceptions must be
feeeived approved by rRegion Assistant sSuperintendent and

approved by Deputy Superintendent, ef Schools Operations or
designee

Reimbursement_of Expenses By Other Agencies - Employees
requested or directed to attend conferences or conventions by the
Gtate Florida Department of Education or institutions when such
agencies agree to reimburse the Board in full, may be approved for

full expenses according to the Board-trafispertation policy and per
diem formulas

Record of Trips - The region office shall maintain record of each out-

of-county trip for school principals and assistant principals
authorized for temporary duty. Record shall include:

Name of traveler

Dates away from school location

Location of conference or activity

Fund source and amount of fravel expenses
Registration and tuition cost

Cumulative total of temporary duty days for school year

Records of Program or Agenda - Copy of program or agenda of
convention or conference, itemizing registration fees and meals or
fodging included in registration fee, shall be on file in-the—region

offieeand-keptenfile at the school for auditing purposes

V. PAYMENT OF EXPENSES FROM INTERNAL FUND

Principal and school administrative personnel

Upon return from-approved travel, the principal and other school administrative
personnel will submit a _check requisition and_an appropriate travel form, with
required supporting documents attached, to the region office for approval. Upon
the region office approval, principat reimbursable expenses will be paid
reimbursable-expenses from the schools' internal fund. Approved documents-wilt
must be retained for audit by the school treasurer
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School Employee

Upon return from approved travel the school employee will submit a check
requisition and an appropriate travel form with required supporting documents
attached, to the school principal for approval. Upon approval, the school
employee will be paid reimbursable expenses from the schools' internal fund.
Approved documents-will must be retained for audit by the school treasurer

A. Following exceptions related to cash advances, direct payments to vendors
for meals and lodging, and advance registration in connection with
approved travel and required advance payment shall be used only with
approval of the Rregion Assistant Ssuperintendent or designee:

1. Cash Advancements

a.

Cash advancememnts to authorized travelers on official
business, in amount not to exceed estimated out-of-pocket
reimbursable expenses, may must be authorized by regien
assistant-superintendent-ordesignee the approval chain as

explained in Section [1l. The advance payment ean should
not be mere made earlier than 30 days prior to travet the

departure date

Authorized fraveler shall submit final accounting with
necessary supporting documents to the Rregion Ooffice
within 10 working days fo[lowmg the return from official
travel status

Traveler must refund amount of cash advancement
exceeding the actual reimbursable expenses

Balance due to the traveler will be paid after completion of
travel and accounting for the expenses
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2. Payments to Vendors
a. Direct payment to vendors for authorized emergency fravel

for meals and lodging of employees may be authorized by the
principal and the Rregion Assistant Ssuperintendent or

designee not to exceed authorized per diem, if requested by
employee

b. Final accounting with necessary supporting documents shall
be provided to the region office by_the employee within 10
working days of return from official travel status

€

d-c. Balance due fo the traveler will be paid after completion of
travel and accounting for the expenses

3. Advance Payments

a. Travel advances not in excess of the estimated out-of-
pocket expenses may be paid to authorized travelers on
official business when approved by the Superintendent or his
designee

b. Reguired advance registration fees and purchase of airline
tickets for authorized travelers attending seminars, training
sessions, conferences, conventions, or other similar meetings
requested by administration, may be paid from school internal
accounts funds directly to_the conference or the airline. The
advance can not be more than 30 days prior to the travel date

C. Final accounting or refunds shall be made within ten (10)
working days to_the region office following the return from
official travel status

d. Balance due o the traveler will be paid after completion of
travel and accounting for_the expenses
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B. The following exeeptiorrretates apply fo student travel with employees and
shaltbeused-only-with-approvat-ef-the-prineipal:

1. Student Travel Advance

a.

Number List of employees accompanying students and

tnehividtals selected chaperones must be approved in
advance by the school principal

b. Advances for student trips fravel must be requested on
standard official form and approved by the schoo! principal
2. Final payment for out-of-county travel may not exceed actual

expenses for students and non-employee chaperones and Board
formula policy for employee chaperones, provided funds are
available

a.

Student expenses usually paid from fund-raising proceeds,
whielt may be used to pay expenses of accompanying
employees or non-employee chaperones

Donations from Ppersonal funds or allied organization fund-
raising proceeds may be deposited into-sehoetinternal-furds
Smiiteie eV RO rrationfor-groupfelub_in the
group and/or club function to assist schools with student
travel expenses

Expenditures for non-employee chaperones for activities
within the county may not exceed actual expenditures for
meals and room, in accordance t6 Board policy and per diem
formula if such are necessary for chaperone function,
providinged funds are available. Empioyee chaperones or
non-employee chaperones and student expenditures must be
separately documented
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Vl. TRAVEL EXPENSES NOT AUTHORIZED
A No-iln-county fravel expenses incurred overnight are not reimbursable
unless:

Traveleradministratively-assigned-en assignment involves official business

outside of regular office hours and away from regular place of employment

where and incurred expenses are considered reasonable and necessary
and

Meal times involved or overnight lodging are required;

Prior approval of the Superintendent or designee has been given

B. Travel expenses shall not be authorized to be paid from school internal

Aceotnts fund for:

1. Employees who received college credits ferwetcdonre while in
attendanceat_atfending a workshop, seminar, conference or similar
meetings

2. Classroom teachers te altending subject-area meetings or
conferences, unless the classroom teacher is authorized to attend
steh-meeting by the administration
Frips Travel is not schoo! related

4, Expenses incurred by spouse or other non-authorized personnel
who may accompany authorized traveler—and

5. Travel to music clinics, festivals, and other music affairs when
studenis are not officially participating
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VIl.  TRAVEL EXPENSES - COMPUTATION FORMULAS
Greater possible economy shall be obtained by avoidance of unnecessary travel
and joint travel whenever feasible. Travelers gratuitously transported or riding with
an authorized traveler in his/her private vehicle being paid mileage are not entitled
to any transportation payment
Formulas below shall be used in computing payment for travel expenses for
school authorized travelers
A. Transportation by Privately Owned Vehicle
1. No approval is given for travel using a private aireraft air or seacraft
due to tability insurance constraints. No reimbursement will be
made for such travel expenses
2.
rate—ferfiseal-year—1989-06-s20¢—permile: Mileage distance
claimed should be based on_maximum provided for round trip
automobile mileage according to American Automobile Association
(AAA) or other reliable source. The current reimbursable rate will
be the same rate being paid for mileage from budgetary district
funds according to the Travel Policies & Procedures Manual
3. Necessary parking and storage fees; bridge, road, ferry, and tunnel
tolis shall be reimbursed when supported by receipts
4, Reimbursement for private vehicles must not exceed the most
economical air fare when adequate air service is available
5. Necessary local travel shall be reimbursed and is to be shown
separately on the voucher
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6. Travel by privately owned vehicle in lieu of publicly owned vehicles

or common carrier may be authorized by the region office

a. Traveler entitled to mileage allowance at the rate prescribed

by Board policies or common carrier fare for such travel,
whichever is most economical

b. Effort should be made by traveler to determine in advance
the best fares available by public carrier

C. The Rregion office shall approve most economical means of
travel for each trip, taking into consideration travel time, cost
of transportation (mileage) and other pertinent factors, and
per diem or subsistence for required fravel

B. Transportation by Public Carrier

1. Reimbursement for necessary travel on common carrier at minimum
rates (receipts required)

2. Necessary taxi, limousine, and-bus fares when supported by a
receipt or detailed signed statement

3. Set charges for baggage handling when supported by a receipt or
detailed signed statement

4, No tips and gratuities will be reimbursed

C. Per Diem or Meals for Lodging Allowance for Travel

Traveling expenses ef-traveters shall be limited to those expenses

necessarily incurred by—them in the performance of public purpose
authorized by law andmustbe within the limitations prescribed by law
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Types of Travel:
a. Class A travel - continuous fravel 24 hours or more,

reimbursed on a quarter-day per diem basis or fraction
thereof, as follows:

12:00 midnight fo 6:00 a.m.

6:00 a.m. fo 12:00 noon
12:00 noon to 6:00 p.m.
6:00 p.m. tfo 12:00 midnight
b. Class B fravel - continuous overnight, but less than 24 hours

reimbursement on a quarter-day per diem basis commencing
at the time of departure

C. Class C ftravel - Not overnight, only meal allowances are
reimbursable

d. The current per diem rate is $50 per day at the rate of $12.50
per quarter-day or fraction thereof

Per diem meal allowances are as follows:

a. Breakfast-Vhen travel begins before 6:00 a.m. and extends

beyond 8:00 a.m. —$3-60

b. Lu;'lch——When travel begins before 12:00 noon and extends
beyond 2:00 p.m. , -$6-66

C. Dinner--When trave! begins before 6:00 p.m. and extends
beyond 8:00 p.m. $12.66

Total DAy Mo ¢4 NN

TULArt vl uay .......................... WL T AW

Refer to the district Travel Policies & Procedures Manual for most
current per diem meal allowance rates
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3.

Rates of per diem and subsistence allowance;

Fach employee and authorized person traveling to attend a
convention, conference, ef a meeting, orte conducts bona fide
school busmess which the convention, conference, meeting, or a
business who directly serves direet and _its lawful purpose with i s
relationed to the school system, shall be reimbursed for the
following expenses while attending or conducting such functions:

b-a. In- and out of state travel - Per diem at prescribed rate or
actual expenses

e-b. If actual expenses exceed per diem: the necessary and_is
reasonable expenses for lodging at single occupancy rate_is

to be substantiated by -paid bills. Fhereforeplus—meal
altewanece Meals_will be reimbursed based upon state

guidelines as discussed in Section 7-7.12 of this manual

e:c. Noonre; -wWhether traveling in or out of state erirstate, no
one shall be reimbursed for any meal or lodging included in
convention or conference registration fees paid by the state.
When lodgings or meals are provided by state institutions, the
traveler shall be reimbursed only for actual expenses
incurred for efsueh lodging or meals, not te exceeding the
maximum provided for in this subsection
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Registration Fee

When a Where registration fee is charged for attending a
conference, convention, seminar or a similar type of meeting, the

expense of for such fee an activity shall be allowed. The
registration fee-witt shall be recorded in the travel aeeeunt function

Communications

Reasonable and necessary expenses for communications for
during official business while in authorized travel status, such as:=
telephone, telegraph; mail, facsimile (fax), and other similar items,
properly supported by paid receipts where possible, shall be
allowed

VIll. TRAVEL EXPENSE REPORTS - EMPLOYEES AND ACCOMPANYING

STUDENTS

A.

RequestforfravetAdvance—Reimbursementferm Travel Expense Report

By Faculty When Accompanying_ Students form (FM-0994) must be
presented to the appropriate supervisor for 1o secureing advance for travel
expenses or for reimbursement of travel expenses

1. Estlmated expense section of form EM-~0994 provides for request
and approval of expense advances_for travel expenses
2. For individual transportation or student expenses fill in all applicable
information
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B. Actual expense section provides for detailed summary of expenses upon return

from trip

1. Document as indicated on form (FM-0994):
a—Date— a. Employee name
b—Name-ofemployee b. Date
C. Employee number
d——Employee-workkphonenumber  d._ Employee position
e—School/department e. Work location
f—Home-address f._ School name
g. Description of conference
r——Forwhatreason - b Purpose for travel
t———tocation—— I Destination
j.—Ba%es—&e:fFem)— je _Travel mode
t—Fravelalone-orwith-students k Actual departure/return-date

and time
F——Mode-oftravet L Statement or expenses
{Employee- 1 thru 9)
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m——Departure-information m. Statement of expenses
(Students- 10A thru 10D)
A Retumnm n. Advance requested
o——Fransportation-expense 0. Summary of expenses and

r—incidentatexpenses L
{submitstatement)

s—Studentexpenses S.

t—Signature-ofemployee t

.‘l:

payments

Traveling employee’s signature
and date signed

Funds available certification

Account name

Treasurer’s signature/date signed

Principal’s signafure/date signed

Redgion Office/School Operations
Approval and date
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ILLUSTRATION (7-5)
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ILLUSTRATION
E dé%ﬁ MIAMI-DADE COUNTY PUALIC SCHOOLS. Page 1 of 2/

Employee Name kéz% L) Msires
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ILLUSTRATION

Pago2af2

NUMBER

DATED

PAGE

] TRAVEL EXPERSE REPORT BY FACULTY WHEN ACOOHFANYING STUDEHTS —
UIST OF ACCONPANYWIG STUDGNTS . N
ETUOENT'E NAME STUDENT'S SIGNATURE | CHAPEROHNE'S TITLEMAME| CHAPERONE'S SIGNATURE
v fetrn Gloe (B, Clen ToresTarifia 9;‘“%
2. Tt C-':o(c}a. 4, MM ~ & S es
3. Eawes?” J"?o{,é %;«»7’:;\‘:‘:/ ) “ ~ I :
1. . . /Q_ BN X H :'
) \ | A :
7. N
;. | L N )
RN
N
« NN
12. ’ V‘
1.
“ . ‘
16, o
16. ) _
17. '
te.
18
- ]
. FIA-0994 Ry, €09-96
REPLACE DATE ISSUED PAGE




POLICY NUMBER
PROGEBURES
OPERATING PROCEDURES
REIMBURSEMENT OF TRAVEL EXPENDITURES 7-7.19
2. Individual reports must be filed prepared by the employee requesting
reimbursement for mileage and/or per diem
3. Reimbursement for mileage of a private vehicle cannot exceed .
minimum cost of an airline ticket
4"  Equivalent of meals included in registration fees must be deducted
from the meal allowance or per diem
C. Total expenses for individual employees may not exceed Board policy. a
maximum of-$+:6686 $1.500 per trip, excluding tuition and registration fees :
D. Filing %
:
1. Forms involving payments will document final payment '
2. Forms involving refunds should be attached to the check requisition for
advance
IX. TRAVEL EXPENSE REPORT - ADMINISTRATIVE OR EMPLOYEE
A. Request For Travel Advance—-Reimbursement form FM-1104 must be
presented to_the appropriate supervisor-ferto secureing any advance for
travel expense, or for reimbursement of frave! expenses
1. Estimated expense section of the form provides for_the request and
approval of expense advances :
2. For individual transportation, fill in applicable information
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B.

Actual expense section provided for detailed summary of expenses upon

return from trip

1. Document as indicated on form FM-1104
a. Travel summary
b. Name of employee
c. ;..Emplyee number |
d. Date
€. School/Department
f. Work location
g. Pay code

h. Dates (from-to)

.

t—Tosattend Description of conference
f—Asa— - Reason for fravel
k—Daystaken k. -A‘ dditional days taken / type
of leave

t——+toeation L. Destination
m——Signature m.  Traveler's signature
n. Date

REPLACE DATE ISSUED PAGE

NUMBER

DATED PAGE




POLICY NUMBER
PROGEBURES

OPERATING PROCEDURES

REIMBURSEMENT OF TRAVEL EXPENDITURES 7-7.21

0. Departure information

p. Travel data |

g—Hetuat q. Actual departure information

r.-  Transportation

s. Per Diem

f. Registratiqn fee (submit receipt)

u. Iﬁcidental expenses (submit reééipt)

V. Total expénses

w. Charge to

x—Authorization X. Authorization / Certification of
avajlable funds

y—Approved- y. = JTyped signatures

z—Sighature Z. Signature / fitles / date

aa—Approvedforpayments aa.
bb.

Cerification of actual expenses

Approved for payment
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2, Individual reports must be filed prepared by the employee
requesting reimbursement for mileage and/or per diem -

3. Reimbursement for mileage of a private'vehic[e should not exceed
minimum cost of an airline ticket, unless otherwise documented in
writing and authorized prior to actual travel

4. Equivalent of meals included in registration fees must be deducted

from meal allowance or per diem

\ .

C. TotaI expenses for mdlwdual employees may not exceed the Board policy

2.

Forms involving payments will document final payment

Forms involving refunds should be attached to the check requisition
for advance

X. FEDERAL AND STATE TAXES
A All air trave! is subject to Federal excise tax
1. Hotel and' motel accommeodations for school personnel are not
subject to Florida Sales or Resort Tax
2. : i1 53-8 :
Present Florida sales tax exemption number to the hotel clerk when
registering
3. If the hotel clerk refuses to honor exemption, reimbursement for
sales tax paid may be made to the employee
B. Taxes in states, other than Florida, which apply to hotel and motel
accommodations must be paid and reimbursed o travel
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