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Fiscal Management

Travel

Purpose:  To clarify guidelines for GISD employees and Board Members traveling on official business

Procedure:

Travel policies and procedures shall comply with the Per Diem and Mileage Act, Sections 10-8-1 through 10-8-8, NMSA 1978 and Department of Finance and Administration (DFA) regulations as modified.  In addition to any other penalties prescribed by law for false swearing on an official voucher, it shall be cause for removal or dismissal from office.
If an employee or elected official is traveling with a spouse, the employee will pay all travel costs associated with the spouse travel. The District will not pre-pay any spouse expenses.  No non-GISD family member may travel in a GISD vehicle.
All travel requests must have prior approval.  Trips involving no expense to the District may be approved at the building level.  Trips involving per diem require approval by the building level supervisor, control agent and the Superintendent or his/her designee.  the building level supervisor, control agent and either the Superintendent or Associate Superintendent for Curriculum and Instruction, depending on the funding source (02 and 03 to the Superintendent, and 01 to the Associate Superintendent for Curriculum).  Trips involving the request for reimbursement of actual expenses must be approved in advance by building level supervisor, control agent and the Superintendent or his/her designee.

For per diem purposes, “home” is defined as the area within a 35-mile radius of the place of legal residence.  Travel time to and from the airport shall be included in calculating per diem.

In-state per diem will be paid at the rate of $65.00/day $85.00/day for regular areas and $75.00/day $135.00/day for Santa Fe. to be prorated accordingly for partial travel days.  Per diem rates shall be paid without regard to whether expenses are actually incurred.  Where lodging and/or meals are provided or paid for by the District or another entity, the employee is entitled to reimbursement only for actual expenses.
Out-of-state per diem will be paid at the rate of $75.00/day $115.00/day for regular all areas. and $95.00/day for special areas, to be prorated accordingly for partial travel days.  Out-of-state special areas shall be the areas of New York City, Washington, DC, Chicago, Los 
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Angeles, San Francisco, Palm Springs, San Diego, Atlanta, Boston, Las Vegas, Atlantic City, Philadelphia and Dallas/Fort Worth designated as metropolitan by the most recent edition of Rand-McNally road atlas, and areas outside of the continental United States, including Hawaii and Alaska.

On the last day of travel when overnight lodging is no longer required, or if travel is required which does not require overnight lodging but extends beyond a normal work day, partial day reimbursement shall be made.  To calculate the number of hours in the partial day, begin with the time the traveler initially departed.  Divide the number of hours traveled by 24.  The hours remaining constitute the partial day which shall be reimbursed as follows, regardless of the per diem rate.  It also applies when actual expenses are being paid in lieu of per diem rates:

a.
for less than 2 hours, none;

b.
for 2 hours but less than 6 hours, $12.00;

c.
for 6 hours or more, but less than 12 hours, $20;

d.
for 12 hours or more, $30;

e.
no reimbursement for actual expenses will be granted in lieu of partial day per diem rates.
Any department that reimburses solely from federal funds may pay the rate allowed by the federal government for travel to that locality. 

The Superintendent may grant approval for an employee to be reimbursed at actual expenses in lieu of established per diem rates.  Reimbursement for actual expenses is limited to actual expenses for meals not to exceed $22.50/day $30.00/day for in-state travel and $45.00/day for out-of-state travel,  actual expenses for lodging, and travel expenses such as air-fare, shuttle service (at the destination location only), car rental, etc.  Shuttle service and/or mileage to/from the airport at the departure point will not be reimbursed.  

Itemized receipts are required for all meal and lodging transactions if claiming actual expenses. including meals.  Receipts are not required for the following expenses, not to exceed $6.00 per day or a total of $30.00 per trip:  taxi or other transportation fares at the destination of the traveler; gratuities; and parking fees.  Hotel receipts will require a statement that the rate charged is the single occupancy rate.
If claiming actual expenses, the rates of $22.50/day are applicable if the employee is gone for an entire 24 hour period.  It will be prorated accordingly for less than 24 hours.  Itemized receipts are required.  











DJH-R1











Page 3 of 4
Under circumstances where the loss of receipts would deny reimbursement and create a hardship, a statement from the employee attesting to the expenses may be substituted for actual receipts.  The statement must include as much detail as can be recalled, as well as the employee’s signature and that of the employee’s supervisor and the control agent.  If an employee fails to provide original receipts for more than two trips, the use of a statement in lieu of receipts may be denied.

If an employee leaves the departure point at or around a meal time (at 8:00 a.m. or noon, for example), reimbursement will not be authorized for that meal, since the employee would have been able to eat at the departure point. 

Per diem shall be paid only for travel that involves overnight lodging and/or travel.  No partial per diem will be paid for less than a twenty four hour period.  

If an employee is gone for more than twelve hours, he/she may be able to submit for meal reimbursement, subject to the $7.50/ meal allowance (to include beverage, tax and tip).  An itemized receipt is required.

No per diem shall be paid to travel to El Paso, Texas or Las Cruces, New Mexico.  Travel between El Paso, Texas and Las Cruces, New Mexico is considered in-district.   No per diem or meal allowance shall be paid for travel in-district except in accordance with this regulation.
A Diners Club Event Card may be issued for a specific activity, such as athletic team travel or airfare charges.  Liability for Event cards rests with GISD.  Therefore, they will be utilized only when necessary.

If an employee has received a procurement card or Diners Club card for travel purposes, only actual reimbursement can be claimed.  Employees with cards will not be able to process requests for straight per diem as long as they have a card.  The purpose of this restriction is for ease of auditing travel expenses.  As with all actual reimbursements, itemized receipts are required before payment can be made.

A district credit card is not to be used for personal use, including paying for the expenses of a non-employee, or other personal purchases/expenses.  Any abuse of regulations may result in revocation of travel privileges.

Mileage reimbursement for vehicle use shall be made at .32/mile.  Transportation shall be provided by school vehicles, if available.  An employee may use a personal vehicle if a school vehicle is not available or it is more convenient.  
Mileage accrued shall be reimbursed at the rate set forth as follows:

a.
pursuant to the mileage charge of the official state map published by the state highway and transportation department distances in New Mexico and the most recent  
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edition of the Rand-McNally road atlas for distances outside of New Mexico; or
b.
pursuant to actual mileage if the beginning and ending odometer reading is certified as true and correct by the traveler and


1.
the destination is not included on the official state map or on the Rand McNally road atlas or


2.
at the destination of the employee, he/she is required to use the private conveyance in performance of official duties.
An employee may depart for a trip during working hours, and those hours may be included when calculating per diem, with the approval of the site supervisor.  Travel the day before a conference is not authorized, if the conference begins late in the day and the destination can reasonably be reached by driving on the day of the conference.

Under no circumstances will GISD issue cash advances for travel purposes.  Employees will be reimbursed within 3-7 working days from the receipt of their completed documentation by the Accounts Payable office.

Purchase orders for lodging or meals will not be issued for employee travel unless the employee is traveling with students in conjunction with an approved student activity function.

