
 

 

 

 

Investment of District Funds Policy 

POLICY: Allowable Employee and Director Expense Reimbursement 

POLICY NUMBER: 3370 

3370.1 Director Reimbursement: The District shall provide mileage and travel expense 

reimbursement to directors while on official District business.  Directors should retain 

receipts for reimbursement for expenses related to such travel; these include but are not 

limited to: 

 Lodging 

 Meals 

 Personal vehicle use, which shall be reimbursed at the amount set by the Board of 
Directors but no less than the amount set by the Internal Revenue Service and State 
Franchise Tax Board 

 Parking 

 Toll costs 

 Public transportation 
 

3370.2 Employee Reimbursement:.  The following guidelines will govern rates of 

reimbursement for employees: 

3370.2.1 Private Vehicle: Amount approved by the Board of Directors, but no less 

than the allowable amount set by the Internal Revenue Service and State 

Tax Franchise Board. 

3370.2.2 Public Conveyance: Actual cost (receipt required). 

3370.2.3 Other expenses. Periodically, IERCD employees may engage in District 

business that requires meal purchase; examples include meetings 

scheduled at meal times or day-long commitments at a distance from the 

office that is prohibitive to bringing meal provisions with them.  In all 

situations where meal purchase is projected, employees will need to 

discuss such purchase with the District Manager prior to actual 

purchase.  Employees should use the following rates for allowable 

reimbursement for meals: 

 Breakfast: $10 

 Lunch: $15 

 Dinner: $25 
 

These allowable costs are meant to be individual and cannot be 

combined; for example, employees should not have higher allowable 

costs for lunch and dinner if breakfast is skipped.  If the cost of the 
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employee’s meal exceeds the amount set for the individual meal 

expense, that employee will still be required to submit the original receipt 

but will only be reimbursed up to the allowable daily amount for each 

meal.  Employees will not be reimbursed for purchase of alcoholic 

beverages. 

3370.3 Other Travel Reimbursement.  IERCD employees may periodically attend conferences 

and trainings that take place in locations a consideration distance from the District office 

and/or for multiple workdays.  The following guidelines will be observed by all IERCD 

employees when participating in training and conference opportunities: 

3370.3.1 All direct and indirect trainings and conferences costs will be included in 

the annual budget plan for each fiscal year.  Any costs exceeding annual 

amount approved by the Board of Directors will need to be requested 

through separate action by the board.  Attendance at any conferences 

and trainings not planned for prior to the fiscal year will need to be pre-

approved by the District Manager. 

3370.3.2 Expenses 

 3370.3.2.1 Payment of expenses prior to the training or conference 

will be done using a District-issued credit card, either by the District 

Manager or Administrative Assistant, to the greatest extent possible.  

Careful record keeping including completing District Credit Card 

Justification Forms with associated receipts will be done for all such 

expenses. 

 Lodging for all conferences and trainings will be booked and paid for 

prior to the event to the greatest extent possible.  Employees will stay at 

the location associated with the training or conference; exceptions to this 

include a nearby location with rates equal or lower to those offered by 

the conference/training hotel or employee election to make personal 

arrangements with friends or family for lodging.  Lodging arrangements 

other than the sponsored conference/training hotel will be discussed with 

the District Manager prior to the trip. 

 3370.3.2.2 There will be expenses associated with 

conference/training attendance that cannot be pre-paid; for these costs, 

District employees will be required to retain and present receipts for all 

claimed costs, and will be reimbursed according to the following 

allowable costs schedule: 

 Breakfast: $10 

 Lunch: $15 

 Dinner: $25 
 

These allowable costs are meant to be individual and cannot be 

combined; for example, employees should not have higher allowable 

costs for lunch and dinner if breakfast is skipped.  If the cost of the 

employee’s meal exceeds the amount set for the individual meal 

expense, that employee will still be required to submit the original receipt 



 

 

 

but will only be reimbursed up to the allowable daily amount for each 

meal.  Employees will not be reimbursed for purchase of alcoholic 

beverages. 

For conferences and trainings where meals are included, the employee 

will not be reimbursed for meal expenses resulting from electing to 

bypass the included meal eat elsewhere.  If the aforementioned situation 

occurs as a result of extenuating circumstances, the employee should 

discuss those circumstances with the District Manager to determine if 

reimbursement is appropriate. 

3370.3.2.3 Employees may have other reasonable costs associated 

with conference and training attendance; these include but are not 

limited to parking, gas when using IERCD District vehicles, and purchase 

of office or field supplies required for participation in such 

trainings/conferences.  The employee will be required to present receipts 

and will be reimbursed for actual costs upon return to the office. 

3370.3.2.4 If employees lose receipts for conference and training-

related purchases, they will be required to complete “lost receipt 

justification form” for each requested reimbursed item.  If purchases are 

made using employee credit/debit cards, a print-out of individual 

purchase records may suffice as a receipt for reimbursement. 

3370.4 Proof of adequate insurance covering collision, personal injury and property damage 

shall be required by the District of any employee using a personal vehicle in the 

performance of District work. 

 

 


