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1. The amount of travel monies and the manner in which these funds will be expended 

will be determined by the Board prior to the adoption of the final budget. 

2. Each member will submit a travel plan for the year (excluding lobbying). 

3. All Board member requests will be considered when the Board Travel Budget is 
established at the time of the tentative budget review. 

4. No Board approval is necessary as long as board member travel is within their budget 
limitations or requires CEO signature. 

5. When a Board member wishes to travel on authorized District business, the Board 
member must submit a completed Request for Travel Authorization form to the CEO for 
signature prior to initiating the trip in order to ensure coverage by insurance. 

6. When a deposit is required as a part of the process of reserving facilities for the Board 
member traveling on authorized District business, the amount of that deposit may be 
paid by the District in advance of the meeting. 

7. If a Board member needs airline or hotel reservations made, he/she should contact the 
Office of the President. The Executive Assistant to the Board will assist in making 
arrangements, if necessary. 

8. When a Board member desires to drive his/her own car, payment for mileage will be 
allowed for the use of a privately owned automobile at the currently authorized 
rate. 

9. Within 30 days of a Board member’s return from authorized travel, he/she shall file a 
“Request for Reimbursement-Mileage and Expense” form through the Office of the 
President, itemizing actual and necessary expenses. Failure to provide proof of actual 
expenses, normally in the form of credit card receipts, hotel receipts, restaurant 
receipts, etc. in the time allotted (30 days) will result in a moratorium on future travel. 

10. The Board will review its travel expenditures and report thereof. 

11. In order to ensure that the Board’s ability to monitor and manage its travel budget is 
enhanced, travel reimbursement forms should be completed in the manner described in 



paragraph 11. 

12. When two claims are outstanding, additional travel will not be approved until past 
travel claims are reconciled. 

13. Upon return from travel the Board members are encouraged to provide a written or 
oral report describing the content of the meeting attended to share with other Board 
members. 

14. Except as otherwise specified, board member travel shall adhere to the requirements 
set forth in Board Policy and Administrative Procedure 6395 – Business Travel, and 
any subsequent District travel guidelines.  

 

 
Board Approved: 3/13/2026 

 


