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                           Travel Reimbursement Guide
Single day trips, a total of $10.00 will be reimbursed for a meal  (payroll reimbursed)


Overnight stays in the State of Oklahoma, a total of $35.00 per diem per day will be reimbursed for meals.


Overnight stays out of the State of Oklahoma, a total of $50.00 per diem per day will be reimbursed for meals.


A gratuity will only be paid on reimbursable items and for only 15% of the items (not to exceed the daily maximum expenses allowed)


Items purchased in Ponca City will not be reimbursed


Single soft drinks will not be reimbursed


Purchases from a convenience � HYPERLINK "Ponca_City_%20Public_Schools_Travel_Guide.doc" ��store� is strongly discouraged


Alcoholic beverages will not be reimbursed





Coach airfares will be paid for or reimbursed by the District


Additional personal destinations will not be reimbursed


The purchase of  in-flight items will not be reimbursed (drinks, gifts, etc)


Frequent Flyer miles should be used for District Travel (earned by District travel)





Mileage will be reimbursed for school related activities at the Federal reimbursement rate


Taxis or airport transportation will be reimbursed for the actual expense for the individual (taxis or transportation for entertainment purposes will not be reimbursed)


Parking Fees will be reimbursed for the actual expense, as it relates to the school activity (for airport parking, if you take a few extra days for a personal trip, the District will only reimburse the parking charge for the business related trip days)





Lodging charges will be reimbursed at the actual expense  (not a per diem)


If you are traveling with another person and they are not on school business, the extra charge for the additional person will not be reimbursed


Only phone charges for school business will be reimbursed


Charges for dry cleaning or other valet services will not be reimbursed


Charges for items used in the guest room refrigerator will not be reimbursed


Charges for movies or other guest room entertainment will not be reimbursed





Reimbursements will only be paid with proper receipts and documentation


Receipts must be descriptive to indicate the specifics of the purchase; date, itemized, name of the establishment, prices and city








All travel must be pre-approved by the site administrator


All out of state travel must be pre-approved by the administrator and Superintendent


All travel to a non-bordering state must be pre-approved by the Board of Education


A purchase order for the travel must be approved prior to the travel


Request for reimbursement must be approved by the site administrator











