POLICY P RosELAND
FINANCES

6471/Page 1 of 4
School District Travel (M)

[See POLICY ALERT Nos. 184, 188 and 223]
6471 SCHOOL DISTRICT TRAVEL (M)

The Board of Education shall implement a Policy and Regulation pertaining to travel
expenditures for its employees and Board of Education members that is in accordance with
N.J.S.A. 18A:11-12, N.J.A.C. 6A:23A-7, and other rules and procedures the Board of
Education deems appropriate pursuant to N.J.A.C. 6A:23A-7.2(a). The Policy and
Regulation pertaining to school district travel expenditures incorporates either expressly, in
whole or in part, and/or by reference, the laws and regulations contained in N.J.S.A.
18A:11-12 and N.J.A.C. 6A:23A-7.

The Board of Education ensures the effective and efficient use of funds by adopting and
implementing policies and procedures that are in accordance with N.J.S.A. 18A:11-12 and
New Jersey Department of the Treasury, Office of Management and Budget (OMB) current
circulars and any superseding circulars pertaining to travel, meals, events and
entertainment, and the additional requirements set forth in N.J.A.C. 6A:23A-7. If any
superseding circulars of the OMB conflict with the provisions of these rules, the provisions
of the superseding circulars shall govern.

Any sections of State travel regulations as established by the OMB presented as OMB
Travel, Entertainment, Meals, and Refreshments Circulars, that conflict with N.J.S.A.
18A:1-1 et seq. shall not be included in Policy and Regulation 6471 nor authorized under
N.J.A.C. 6A:23A-7. This includes, but is not limited to, the authority to issue travel charge
cards as allowed under the OMB Circulars, but which is not authorized for school districts
under New Jersey school law.

The Board of Education shall ensure, through Policy and Regulation 6471, that all travel
by its employees and Board of Education members is educationally necessary and fiscally
prudent. Policy and Regulation 6471 shall include the requirement that all school district
travel expenditures are:

1. Directly related to and within the scope of the employee's or district
Board member's current responsibilities and, for school district
employees, the school district's professional development plan, the
school professional development plan, and employee’s individual
professional development plan;

2. For travel that is critical to the instructional needs of the school
district or furthers the efficient operation of the school district; and
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3. In compliance with State travel payment guidelines as established by
the OMB and with guidelines established by the Federal Office of
Management and Budget; except any State or Federal regulations
and guidelines that conflict with the provisions of Title 18A of the
New Jersey Statutes shall not be applicable, including, but not
limited to, the authority to issue travel charge cards. The Board of
Education shall specify in its travel policy the applicable restrictions
and requirements set forth in the State and Federal guidelines,
including, but not limited to, types of travel, methods of
transportation, mileage allowance, subsistence allowance, and
submission of supporting documentation including receipts, checks,
or vouchers.

School district travel expenditures shall include, but shall not be limited to, all costs for
transportation, meals, lodging, and registration or conference fees directly related to
participation in the event.

School district travel expenditures subject to N.J.A.C. 6A:23A-7 shall include costs for all
required training and all travel authorized in school district employee contracts and Policy
and Regulation 6471. This includes, but is not limited to, required professional
development, other employee training and required training for Board members, and
attendance at specific conferences authorized in existing employee contracts, provided the
travel meets the requirements of N.J.A.C. 6A:23A-7. All such expenditures are subject to
the rules in N.J.A.C. 6A:23A-7, including, but not limited to, inclusion in the annual travel
limit, prior Board of Education approval, separate tracking as described at N.J.S.A.
18A:11-12.q., and per diem reimbursements.

Travel reimbursements will only be paid upon compliance with all provisions of N.J.A.C.
6A:23A-7 and Policy and Regulation 6471. The Board of Education will not ratify or
approve payments or reimbursements for travel after completion of the travel event, except
as provided at N.J.A.C. 6A:23A-7.4(d).

The Board of Education shall establish a maximum travel budget in accordance with the
requirements outlined in N.J.A.C. 6A:23A-7.3.

The Board of Education authorizes an annual maximum amount per
employee for regular business travel only for which Board of Education
approval is not required. The annual maximum shall not exceed $500.00
and shall be subject to the approval requirements in N.J.S.A. 18A:19-1.
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All travel requests must be submitted and approved in writing by the Superintendent of
Schools and the majority of the Board of Education’s full voting membership of the Board,
except if the Board of Education has excluded regular business travel from prior approval
pursuant to N.J.A.C. 6A:23A-7.3(b), prior to obligating the school district to pay related
expenses and prior to attendance at the travel event.

All travel requests for Board members shall require prior approval by a majority of the
Board of Education's full voting membership, except where the Board of Education has
excluded regular business travel from prior approval pursuant to N.J.A.C. 6A:23A-7.3(b),
and the travel shall be in compliance with N.J.S.A. 18A:12-24 and 24.1.

A Board member must recuse himself or herself from voting on travel if the Board
member, a member of his or her immediate family, or a business organization in which he
or she has an interest has a direct or indirect financial involvement that may reasonably be
expected to impair his or her objectivity or independence of judgment. Policy and
Regulation 6471 prohibit a Board member from acting in his or her official capacity in any
matter in which he or she or a member of his or her immediate family has a personal
involvement that is or creates some benefit to the school district Board member or member
of his or her immediate family; or undertaking any employment or service, whether
compensated or not, that may reasonably be expected to prejudice his or her independence
of judgment in the execution of his or her official duties.

The Board of Education requires documentation required in N.J.A.C. 6A:23A-7.5(b) that
justifies the number of employees attending an event and the benefits derived from their
attendance. Pursuant to N.J.A.C. 6A:23A-7.5(c), the school district shall maintain
documentation on file that demonstrates compliance with the Board of Education's travel
policy, including travel approvals, reports, and receipts for all school district funded
expenditures, as appropriate.

The School Business Administrator/Board Secretary shall be responsible for the
accounting requirements for travel in accordance with the provisions of N.J.A.C.
6A:23A-7.6.

The Superintendent of Schools and the School Business Administrator are the final
approval authorities for travel.

Sanctions for a violation of the provisions of N.J.A.C. 6A:23A-7 or this Policy are outlined
in N.J.A.C. 6A:23A-7.7 and Regulation 6471.
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The Board of Education prohibits the types of travel expenditures not eligible for
reimbursement as listed in N.J.A.C. 6A:23A-7.8. and Regulation 6471.

Travel methods shall be in accordance with the provisions of N.J.LA.C.  6A:23A-7.9 and
Regulation 6471 and the routing of travel shall be in accordance with the provisions of
N.J.A.C. 6A:23A-7.10 and Regulation 6471.

Any subsistence allowance shall be in accordance with the provisions of N.J.A.C.
6A:23A-7.11 and Regulation 6471. Meal allowances and incidental expenditures shall be
in accordance with N.J.A.C. 6A:23A-7.12 and Regulation 6471.

Reimbursement for out-of-State and high-cost travel shall be made pursuant to N.J.S.A.
18A:11-12, N.J.A.C. 6A:23A-5.9, and Policy and Regulation 6471.

Records and supporting documentation must be completed and maintained as required in
N.J.A.C. 6A:23A-7.13 and outlined in Regulation 6471.

The Board of Education shall approve the mileage reimbursement amount to be paid to an
employee who has been approved by the Superintendent or designee to use their personal
vehicle for school-related business.

N.J.S.A. 18A:11-12

N.J.A.C. 6A:23A-5.9; 6A:23A-7
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