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Administrative Procedure 512 
  

 
 

EXPENSE REIMBURSEMENTS 
 

Background 
 
Expenses incurred by employees in exercising their responsibilities and carrying out their duties 
will be repaid in a timely manner. 
 
Procedures 
 
1. Accounts submitted for reimbursement under this administrative procedure shall bear the 

signature of the employee making the claim, and responsible budget signing authority, and 
shall be submitted to the Secretary Treasurer for processing. 

 
2. Signed claims, with attached receipts and other documentation shall be submitted on 

appropriate forms no later than 60 days from the date on which the expense was incurred.  
Claims that have expenses that exceed 60 days require Superintendent approval.  

 
3. Expense claims that do not have sufficient supporting documentation as outlined, incorrect 

coding, or proper authorization will be rejected which will result in payment being delayed. 
 
4. Advances for registration, accommodation, and transportation may be made available on 

approval of the Superintendent up to a maximum of seventy-five percent of identifiable 
costs. 

 
5. An employee on approved travel for more than one day shall be allowed to claim 

5.1 Reimbursement for the actual cost of accommodation or overnight subsistence in 
lieu of hotel costs.  See Schedule A 

5.2 Reimbursement for the actual cost of meals with receipts, or when no receipt is 
provided, at rates established by the Board.  See Schedule A 

 
6. An employee on approved travel may claim meal allowances as established by the Division. 
 
7. Meal claim times are as follows: 

7.1 Breakfast, if time of departure is earlier than or time of return is later than 7:30 a.m. 

7.2 Lunch, if time of departure is earlier than or time of return is later than 1:00 p.m. 

7.3 Dinner, if time of departure is earlier than or time of return is later than 6:30 p.m. 
 
8. An employee on approved travel may claim the following expenses, with receipts: 

8.1 Air fare, taxi fare, parking charges, etc. 

8.2 Automobile rental. 
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8.3 Additional charges required for the duties being performed. 
 
9. An employee authorized to use a private automobile, when a Division vehicle is not 

available or practical, shall be reimbursed at the rate established by the Board.  Distance 
travelled will be the lesser of the distance travelled from primary work location OR actual 
distance travelled to the destination.  If the meeting location is en-route to the employees 
work location no reimbursement will be made. 
9.1 Kilometers will be reimbursed per the official mileage chart or actual distance 

travelled as supported by sufficient documentation. 
9.1.1. Travel will not be reimbursed if sufficient documentation to support kilometers is 

not provided.  Google maps or an alternate map website will be accepted as 
sufficient documentation. 

9.1.2. Approval indicates that the budget signing authority verifies that the kilometers 
travelled are reasonable and follow the guidelines outlined. 

 
10. Business Expenses 

10.1 Nominal business expenditures, including those necessary to maintain positive 
business relations, may be incurred by the Superintendent, Deputy Superintendent 
Secretary Treasurer and all others as pre-approved by the Superintendent or 
Secretary Treasurer. 

10.2 A detailed account of expenditures, specifying names and including receipts, will be 
submitted on regular travel and subsistence claim forms. 

 
 
Reference: Section 60, 61, 113, School Act 

 


