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Travel Reimbursement Guidelines for
Waterford Graded School District Jt. #1

It is the responsibility of the District employee and their immediate administrator/supervisor to assure that all
travel charged to Waterford Graded School District, regardless of the source of funds, is accomplished for the
benefit of the District, is necessary, and such travel utilizes the most cost effective arrangements.

All necessary expenses incurred for goods and services purchased while traveling on official District business
will be reimbursed up to, but not exceeding the amount of the IRS-Approved Tax-Free Allowances for Travel.

Travel

Automobile:
● Waterford Graded School District does not own a vehicle for employee travel. Therefore, a

personal vehicle may be used. Whenever possible, employees will carpool.

Mileage Reimbursement:
● The District will reimburse the employee on a per mile rate set annually by the School Board.

This rate can never be greater than the rate set by the IRS. The rate is calculated on the
Expense Reimbursement Form.

● The mileage claimed is not to exceed the mileage identified from Google Maps (shortest route).
● The starting and ending point for travel should be your work (school) location, unless you are

leaving and ending at your personal address and the mileage from/to this location is less than
the distance from/to work.

Meals:

● Waterford Graded School District will reimburse for meals during times of travel at the following
rate:

○ Daily meal reimbursement rate for three meals: $59.00
○ Daily meal reimbursement rate for one to two meals: $38.00

● Employees are eligible for meal reimbursement during travel only IF there is no meal provided at
a conference, hotel, etc… .

○ Ex: The hotel provides continental breakfast = breakfast not eligible for reimbursement
● If an employee is unable to return to their home/school within one hour after an approximate

meal time (12 noon/lunch or 6 pm/dinner) the District employee may be reimbursed for the meal.
● Travel time to destination is taken into consideration for meal reimbursement:

○ Ex: Travel to the Dells the night before a conference = dinner would be eligible
○ Ex: Travel home from the Dells and the conference provided breakfast and lunch, but

was over by 1:00 pm. No meal reimbursement for this day.



● Reimbursements will be given only when a vendor generated itemized receipt where the goods
were obtained or from itemized charge card receipts which show the vendor identification. The
receipt must specify the vendor’s name, address, and date such goods were received.

● The District cannot reimburse for alcohol, tobacco, or any illegal substance. Do not turn in
receipts with these items on them.

Gratuities:

● Reimbursement for gratuities listed on charge slips and meal receipts will be reimbursed up to,
but not exceeding 20% of the amount listed for the total cost of the meal items listed in the
receipt. This amount is the total before any state sales tax or delivery/service fees have been
added. Please note delivery fees are considered part of the 20% tipping total; any fee amount is
to be subtracted from the calculated tip before listing the remaining amount for the tip. Cash
gratuities left on tables are not reimbursable.

Items not Reimbursable:

● Absolutely no alcoholic beverages are to be charged or reimbursed.
● Personal expenses incurred during travel which are primarily for the benefit of the traveler and

not directly related to the official business purpose of the travel are not to be charged or
reimbursed (e.g. items such as ice cream treats, candy bars, gum, fountain drinks/soda, coffee,
bottled water, independent dessert items without the purchase of a complete meal.)

● Expenses incurred as a result of a family member traveling with the employee (e.g. meals for
family member, higher cost for lodging, …).

● Optional banquet/meal or entertainment events that occur in conjunction with
conferences/seminars are not reimbursable.

● Expenses caused by driver error pertaining to the use of either a personal or rental vehicle (e.g.
towing charges due to parking violations, locksmith fees related to keys locked in car, moving
ticket violation tickets.)

Lodging:

Waterford Graded School District is an agency of the State of Wisconsin and is sales tax exempt. The
District’s Certificate of Exemption is available from the district office. Any employee who is traveling and
requires overnight lodging must use the tax exempt status certificate*.

● All overnight lodging will take advantage of educational, governmental, or association related
discounts when available.

● Upon return, lodging receipts must be turned into the district office and must identify the vendor
name and business address, along with the total amount charged to the district. Any incidentals
must be charged to the employee and paid for out of personal funds.

● Gratuities and payments associated with Bell Hops/Porters, room service charges, phone &
internet usage fees, laundry services, and movies are considered incidental expenses and will
not be reimbursed nor are they to be charged to the District.

● An employee who takes family members on a trip is responsible for all expenses incurred for the
family members and the cost difference in room rates if there are any.



*Obtain the tax exempt certificate from the district office prior to travel.

Code of Conduct:

Waterford Graded School District’s reputation is built on what its people do every day. Our reputation was built
on the honesty of hundreds of people over the years, and we recognize that we can diminish that reputation in
one single instant. High standards of ethical behavior makes good business sense. Your actions may enhance,
maintain, or damage this standard that we have developed. Therefore, we expect you to exercise the highest
standard of ethics in all of your decisions that may impact Waterford Graded School District.

Use of District Property:

Employees need to use due diligence for the protection of any District property in their possession as to avoid
loss from damage or theft.

Reimbursement Form:

To access the most up-to-date fillable form, please visit the Staff Resources & Support page on the district
website.


