
Oceanside Unified School District 
Trip/Conference Guidelines 

Updated July 1, 2020 
 

General Policy & Procedures 
Expenses for employee attendance at seminars, conferences, and workshops must be submitted on 
Trip/Conference Request Form (WS#9-156) at least 8 weeks prior to traveling for school business. The form must 
be signed by the employee’s site administrator. Trips paid from categorical funds must be authorized by the 
appropriate district administrator. Once submitted to Fiscal Services for processing it will be returned to the 
employee with a T/C number, which will be needed for the T/C Expense Claim Form (WS#9-156). No action should 
be taken until the request has been completed and approved. 
 

When travel is completed, submit a Trip Conference Expense Claim Form (WS#9-120) and required documentation 
for reimbursement of out-of-pocket expenses to Fiscal Services, no later than thirty (30) days after return. If 
mileage is the ONLY expense to the district, a T/C Request Form is still required.  
 

Registration Fees  
Employees are responsible for completing event registration forms. For online registrations, the employee is 
responsible for credit card payment if it is required to complete the registration. Receipt and T/C Expense Claim 
Form (WS#9-120) must be submitted to Fiscal Services for reimbursement prior to the event.  
 

Note: If paying by PO, employees must fill out a Purchase Requisition (WS#9-146) and register using the number 
on the top right of the form as the PO number required by supplier. Submit Purchase Requisition (WS#9-146), and 
registration confirmation to Fiscal Services for payment processing. 
Required documentation: original receipt, copy of registration form, online confirmation or brochure indicating 
amount of the fee and what it includes.  
 

Lodging 
Overnight lodging will normally be allowed for trips exceeding 75 miles from the employee’s worksite. Lodging for 
trips of less than 75 miles must be approved in advance by the Superintendent’s designee.  
 

Employees are responsible for making their own hotel reservations. Home/vacation rentals are not allowed. The 
employee must submit a Requisition (WS#9-146) with a copy of the hotel reservation showing the dates, room 
rates, and taxes. Parking cannot be prepaid. Fiscal Services will send payment to the hotel. 

 

Reimbursable lodging expenses include room costs, parking, and telephone or internet access charges for district 
related business. Incidentals are the responsibility of the employee.  
Required Documentation: original hotel folio indicating amount and method of payment.  
 

Meals 
A. Meals during local day trip conferences will not be reimbursed.  
B. Meals during overnight trip conferences will be reimbursed as follows: 

a. Meals must take place during requested travel dates and times. 
b. Maximum reimbursable gratuity is 18%. 
c. Breakfast = up to $15 (Allowable if travel begins before 6:00 am.) 
d. Lunch = up to $15 (Allowable only if overnight travel is approved) 
e. Dinner = up to $25 (Allowable if travel ends after 7:00 pm. or departure for overnight travel begins 

before 6:00 pm.) 
C. There will be no additional reimbursement for meals which are included as part of a registration fee if an 

employee chooses not to eat the prepaid meal. 
D. By law, the district cannot spend public funds for alcoholic beverages. 



E. Required documentation: original receipts.  

Transportation  
Travel by Air 
Reimbursement for air travel is limited to the actual reasonable costs for economy fares and baggage fees as shown 
on receipt. Employees should purchase their own tickets directly through the airline after their T/C Request is 
approved by Fiscal Services. Reimbursement for airfare may be requested prior to actual travel by submitting a T/C 
Expense Claim Form. Additional costs, including but not limited to insurance, excess baggage, overweight baggage, 
seat selections and upgrades will not be reimbursed. 
Required documentation: flight itinerary and e-ticket receipt detailing actual cost and method of payment.  
 

Public Transportation 
Public transportation (taxi, shuttle, bus, rideshare, train, etc.) is allowable only in connection with the business of 
the trip. Additional charges, including but not limited to wait time and unauthorized additional persons, will not be 
reimbursed. Note: maximum reimbursable gratuity is 18%.  
Required documentation: original receipt showing to/from locations.  
 

Rental Cars  
Rental cars required in connection with the business of the trip, will be reimbursed at the daily basic rate, taxes, 
and fees. Rental agency fuel purchase options, additional insurance, equipment, and upgrades will not be 
reimbursed.  
Required documentation: original receipt from rental agency and fuel receipts.  
 

Travel by Personal Automobile  
Travel by personal automobile will be reimbursed at the Internal Revenue Service (IRS) approved standard 
mileage rate. Mileage will be verified using an online map site such as Google Maps. Explanations are required for 
mileage in excess of the most direct route. On regularly scheduled workdays, mileage will be paid from the 
employee’s home or worksite, whichever is the shorter distance. Parking and toll charges are reimbursable. If an 
employee elects to drive to a place readily accessible by air, the mileage reimbursement may not exceed the cost 
of air travel at the time of T/C submission.  
Required documentation: original receipt for parking charges and tolls.  
 

Cancellations 
The employee is responsible for all non-refundable expenses associated with a cancellation, unless the cancellation 
is due to extraordinary circumstances, including but not limited to illness, bereavement, act of nature, etc. If 
cancellation is necessary due to extraordinary circumstances, the employee is responsible for making refund 
arrangements for the hotel, registration, airfare, etc. If a refund of registration fees is not allowed, the employee 
should inquire if substitutions are allowed and make a reasonable effort to find someone to fill the space. Fiscal 
Services must be notified of any cancellation of pending trips. 
 

Additional Notes 
If an expense is disallowed due to lack of documentation or inappropriate expense, the employee is personally 
responsible for any improper costs incurred. Travel by non-employees must be approved in advance by the 
Superintendent’s designee. Out of state travel MUST have board approval.  
 

Forms 
Trip /Conference Request Form (WS#9-156) - approval to attend with estimated costs. 
 

Purchase Requisition (WS#9-146) - submit with Trip Conference Request Form for registration fee, lodging or other 
expenses paid to a supplier by the District. 
 

Expense Claim (WS#9-120) - reimbursements to employee for travel expenses. 


