


Employee Travel

INTRODUCTION

RESPONSIBILITY OF THE TRAVELER

· A traveler on Malden School business has the responsibility to act prudently and to only incur expenses, which are necessary, reasonable, and appropriate, for which documentation is available. Malden School travelers are required to obtain prior approval from the director or principal and may not authorize their own travel nor approve their own expense reimbursements. The traveler must have a Controller’s Office assigned expense reimbursement purchase order prior to making any travel arrangements. The traveler is responsible for prompt submission of travel-related expenses.

RESPONSIBILITY OF THE MALDEN PUBLIC SCHOOLS
The Malden schools are responsible for:

· Establishing policies, guidelines, and procedures that meet IRS criteria so that travel reimbursement doesn’t become reportable taxable income to the travelers.

· Clearly communicating guidelines, procedures, and responsibilities to travelers, directors, and school support staff.

RESPONSIBILITY OF THE DIRECTOR OR PRINCIPAL
Authority and responsibility to approve and control employee travel by insuring that:
· Adequate funds are available.

· The intent of the trip is Malden school related business.

· The traveler is authorized to be away from their work location.
By approving actual reimbursements, the Director or Principal or approving authority is ensuring compliance with guidelines, specifically:

· The travel expense was incurred while conducting Malden school business.
· The information contained on the travel expense voucher is accurate and in accordance with policies and procedures.
· The expenditure is charged to the proper account, which has adequate and appropriate funds available.
CONTACTS

Superintendent’s telephone number



781-397-7204

Assistant Superintendent





781-397-7214

Business Manager






781-397-7213
Business Manager Assistant




781-397-7217

Procurement & Line Item Balance




781-397-7541

Accounts Payable






781-397-7254

Grants Accounts Payable





781-397-7207

HOME PAGE

www.malden.mec.edu/mps/

AIR TRAVEL

COMMERCIAL AIR TRAVEL
· Travelers are expected to book the lowest-priced airfare rates. The Malden schools will not reimburse upgrades to Business and First Class seating. Travelers must pay for the incremental difference. Free upgrades must be documented as such.
· Lost or stolen tickets are not a reimbursable expense. Travelers should contact the travel agency or airline.
FEDERALLY FUNDED TRAVEL

· Federal regulations prohibit the charging of business class or first class air travel to federally sponsored projects. They also prohibit the inclusion in indirect costs.
· Federally sponsored trips must utilize U.S. Flag carriers at the lowest available rates. A letter must be submitted to the Business Office, Central if other than lowest rates are charged.
LODGING
RESERVATIONS

· Travelers may stay in a standard room, single room rate, at a non-luxury hotel and are encouraged to take advantage of reduced rates by making reservations early.
· Travelers should request the hotel’s special rate, such as a governmental rate or educational institution rate.
· Travelers should request and record the hotel reservation number in case of billing disputes and to expedite the check-in process.
· Travelers should be aware of the hotel’s late check in procedures. Guaranteed late check in is usually available when the room is secured with a credit card or purchase order.
· If traveling with a guest and occupying a double room, the traveler must indicate the single room on the expense voucher. 
HOTEL UPGRADES

· Hotel room upgrades are not reimbursable expenses. Travelers may choose to upgrade a room, but the difference in the price of the standard single room rate and the upgrade is the traveler’s responsibility.
· Hotel room upgrades must be explained on the travel expense voucher.
HOTEL CANCELLATIONS

· Charges caused by failure to cancel guaranteed reservations are not reimbursable.

· Travelers should ask for the hotel’s cancellation policy at the time of booking.

· Travelers should request and record the reservation number for future reference such as billing disputes.

PERSONAL CALLS AND OTHER PERSONAL EXPENSES

· Personal expenses such as in-room movies, video rentals, in-room alcoholic beverages and mini bar services, babysitting, room service, and recreational activities are non-reimbursable expenses with exception of certain personal calls.

· Two personal calls not to exceed $10.00 each are allowed for notification of safe arrival and prior to departure.

· Expenditures for hair salon, laundry, and similar items are considered personal expenses and are not reimbursable.

MISCELLANEOUS LODGING

· Hotel charges itemizing “valet parking” are reimbursable if the traveler is staying at the hotel or attending a conference at the hotel.

· Reasonable tips for luggage assistance and housekeeping service are allowed when itemized.

AUTOMOBILE & OTHER VEHICLE RENTALS

RENTAL GUIDELINES

The use of rental automobiles must be justified. Automobiles may only be rented when public transportation and taxis are impractical, more expensive, or not available. 

SHORT TERM RENTAL (less than 10 days)
· Travelers will be reimbursed for the rental of a compact, economy, or mid-sized car, unless a specific business, physical, or medical reason, which must be explained on the travel expense voucher, necessitates another class of rental.
· Reimbursable items include the daily rental fee, gasoline charges, tolls, and parking.
· Non-reimbursable expenses include, but are not limited to, tickets, fines, traffic violations, and car repairs.
LONG TERM RENTAL (10 days or more)

Automobiles rented for ten (10) days or more are considered leases and are not reimbursable. 

BUS/MOTOR COACH RENTALS

Bus/motor coach rentals for school sponsored events must be arranged and approved by the Malden School Business Manager prior to the event.

PERSONAL AUTOMOBILE

The Malden Schools will reimburse travelers $.1871/mile for the most direct route. The most direct route is considered the shorter distance from the traveler’s home or the work location to the destination point.  
· The mileage rate covers all automobile expenses such as fuel, maintenance, towing, repairs, tires, depreciation, and insurance.
· Necessary and reasonable charges for the following automobile-related expenses are allowed: tolls, parking, and fees for ferries, bridges, tunnels, etc.

· Non-reimbursable expenses include: car repairs, traffic violations, fines, and/or citations.

· Traveler’s will only be reimbursed for travel originating and/or ending at their home address if the distance is shorter than if the trip originated or ended from their work location.
· Commuting from an employee’s home and permanent place of work is considered personal and not a reimbursable expense.

· Employees traveling to the same destination should consider commuting with more than one person to a vehicle.

MEALS & BUSINESS EXPENSES
PERSONAL MEAL EXPENSES

The full per diem rate of $35.00 is allowed when an employee is traveling for at least 24 hours. One half the per diem rate is allowed when travel status is at least 12 consecutive hours but less than 24 hours.
· The per diem rate includes meals and gratuities.

BUSINESS MEAL EXPENSES

Documentation for business meals must include a statement of business purpose and a list of attendees in order to meet the Malden Schools and IRS guidelines.

· For business meals, original receipts must be submitted with the travel expense voucher.
· Tips included on business meal receipts will be reimbursed up to 20% of the receipt. 
ALCOHOLIC BEVERAGES

Alcoholic beverage expenses will not be reimbursed.

PAYMENT OF TRAVEL EXPENSES

Employees are responsible for prompt submission of their travel expense voucher. Travelers may submit the travel expense voucher upon compilation of multiple small trip receipts or mileage but no longer than sixty days of the trip date.
· Expenses must be itemized on the Travel Expense Voucher form with all original receipts attached.

· The Director, Principal or approving authority is responsible for auditing the travel expense voucher and for submitting the original voucher with original receipts to the School Business Office.

· Travelers may not authorize their own travel.

· The travel expense voucher form is available on the Malden Public Schools website at www.malden.mec.edu/mps/. 

EXPENSE REPORTING

INTERNAL REVENUE SERVICES REQUIREMENTS

To insure that reimbursements for travel do not become reportable taxable income to travelers, the following procedures are in effect:

· Reimbursements will be made for Malden Public School business expenses only.
· Travelers must provide a statement substantiating the amount, time, use, and business purpose of expenses within a reasonable time (not to exceed sixty days) after the expenses are incurred. Original receipts must be attached to the travel expense vouchers.
REPORTING & RECEIPT REQUIREMENTS
The following information is required on or attached to the traveler expense vouchers:

· The business purpose for the travel.
· The itemized amount of each separate expenditure with written clarification for unusual expenditures.
· Original receipts to include the name of the vendor, location, date, and dollar amount.

· The dates of departure and return for each trip on Malden school business.

· The destination or location (name of city or town) of travel.
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