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Travel Reimbursement Policy and Procedures

Before Traveling...

1) You must be set up as an employee of Lawrence Public Schools to be reimbursed for travel.
2) Plan your trip(s), estimating all expenses related to travel, such as mileage, airfare, trains, lodging, food, ground transportation,

conference fees, and parking.

/
ARE YOU DRIVING? Yes! e Use MapQuest to calculate the mileage you will cover, using 237
Essex Street as your “To” and “Return To” address. Calculate

? your reimbursement at $ .625/mile.

e  Print out maps.

e If you are planning on taking multiple, similar trips in a month,
calculate the amount of mileage needed for each trip. However,
please note you will not be reimbursed until you complete the
trips.

ARE YOU FLYING or
TAKING A TRAIN?

Yes!

e Calculate costs associated with plane tickets or train travel to
final destination.

e Besure to also calculate any costs associated with ground
transportation (cabs, buses, shuttles, etc.) once in final
destination. Note: Lawrence Public Schools will NOT reimburse
for tips.

e Ifspending more than one day in final destination, estimate
final costs for lodging.

WHAT ARE THE NEXT e Fill out an Expense form (attached) and submit with all original,
STEPS? > itemized receipts once travel is completed.

While Traveling...

e Note: You can be reimbursed for up to $35 a day for food. LPS DOES NOT reimburse for alcohol, credit card fees, tips,
room service or other additional hotel amenities.

e Save all ITEMIZED receipts, as these will need to be submitted when you return.
When you Return...

e  Till out an expense form (attached), along with all original ITEMIZED receipts, to your Departmental Manager.

¢ You must submit PROOF OF PAYMENT (credit card statements, with your number redacted, for example) only if you are
unable to get an official folio from a hotel, a receipt for airfare, or a receipt from a conference, for example.

e  Make copies of the entire packet before submitting!
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