Travel Reimbursement[image: ]
[bookmark: _3a4hd16wz8m]
[bookmark: _nubhkhkz127x]Employee Per Diem Rates
Any employee required to travel on District business (with the exception of student travel)
shall be paid per diem if travel extends beyond twelve (12) hours or requires overnight
stay away from their regularly assigned duty station. Employees traveling with teams as
paid or volunteer coaches, sponsors or chaperones, where meals and lodging are paid, shall
not receive any additional compensation.
Per diem is paid as follows:

12:01 A.M. to 8:00 A.M. $13.00
8:01 A.M. to 5:00 P.M. $20.00
5:01 P.M. to 12: 00 A.M. $29.00
[bookmark: _pktcq81axa07]How to request a Per Diem
· A per diem advance may be requested through a Purchase Requisition. 
· The requisition must be received 10 days prior to travel to ensure timely payment.
· CTE would prefer the Per Diem is put in after travel is completed to a ensure accurate pay out and lessen the change for an employee payback
· The amount of an advance is 100% of the per diem and 100% of mileage if using a personal vehicle. 
· If a per diem advance is overpaid, the employee will have the option to reimburse the
district via a payroll deduction in the next pay period or pay with cash or check upon
completion of travel.



1.)Follow the steps included in How to enter a requisition. See next page for an example of  what it looks like


















Should look like this when it is done
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Once submitted for approval and received through Accounting you will be emailed the final PO. This will need to be submitted and signed to CTE Director Tom Hall.  Once approved you forward it back to accounts payable so they are aware it is ok to pay. 
Edited  03/08/2023 MP      									         
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REQUISITION DETAIL ~ ADDRESSES ~ NOTES PO BOARD REPORT  PROPOSED VENDOR
REQUISITION INFORMATION ‘ORDER INFORMATION PO INFORMATION
Req Number — Date Vendor — OrderVia ——————  —Project PO Number ~ PO Date ——
51035 11/16/2022 E‘ ICFARLANE, BENJA - ‘ N/A - ‘ ‘ Undesignated ~ + 234867 11/23/2022 5

stipTo bac — Date Required — Order Type Revision Req. App.
UKON KOYU 0&M - ‘u/wzuzz E‘ 0 Purchase Order 0 Yes

— Requester ——————— — Buyer — Reference — Award Number Closed Date Status

‘ Gale Bourne Wo Revd ‘ Patricia Wiehl ‘ ‘ ‘ 12/06/2022 Closed

== c @0+ coonts v | v | 2
Line | Accoun unic PartNumber [ Descrpion Unipre e T g e Tora
Benjamin McFarlane's travel
per diem to KYU to winterize
1 371.405.600.000000.420 1.000000 EA KYU Unit 1. Departs Tue, Nove 0.0000 $0.00 $0.00 $0.00 $0.00
29th @ 7:30AM. Returns Wed,
Nov 30th @ 12:40PM.
2 371.405.600.000000.420 2.000000 EA Breakfast 13.0000 $26.00 $0.00 $0.00 $26.00
3 371.405.600.000000.420 2.000000 EA Lunch 20.0000 $40.00 $0.00 $0.00 $40.00
4 371.405.600.000000.420 1.000000 EA Dinner 29.0000 $29.00 $0.00 $0.00 $29.00
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