Dickinson Public School District #1

(Revised January 1, 2025)

CLAIM FOR REIMBURSEMENT FOR TRAVEL EXPENSES
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GENERAL INSTRUCTIONS

Each school district employee claiming travel expense reimbursement shall submit only one voucher for each
calendar month.

Information on vouchers must be typewritten or legibly printed.

Receipts required for each expenditure for commercial transportation except taxi fare of $10.00 or less. Receipts
required for each miscellaneous expenditure exceeding $2.00.

Amended sections of the code pertaining to travel expenses are: 44-08-03, 44-08-04, 44-08-05, 44-08-05.1,
54-06-09, 54-14-07, HR 120-7. Penalties for filing false claims are stated in these sections.

IN-STATETRAVEL
Personal vehicle mileage is $.70 per mile.

Maximum quarter-day reimbursements for meals and lodging as follows, but employee must be away from normal
place of employment a minimum of six hours to receive any reimbursement:

First Quarter: 6:00 a.m - 12:00 Noon $16.00
Second Quarter 12:00 Noon - 6:00 p.m. $19.00
Third Quarter: 6:00 p.m. - 12:00 p.m. $28.00
Fourth Quarter: 12:00 p.m. - 6:00 a.m. Lodging: $110.00

Receipts are not required for the first three quarters and only the lodging receipt is required for the fourth quarter
All lodging is reimbursed at actual cost under maximum. List quarters claimed by number in column Amount
approved by department for meals and lodging for each day must be entered in column §.

OUT-OF-STATETRAVEL

Maximum personal vehicle reimbursement for travel by one school district employee is for the first 300 miles
beyond the state border @ $.70 per mile. Thereafter the amount will be $.18 per mile.

Out-of-state allowance for meals varies per day depending on the city to which you are traveling. Upon your return
from an out-of-state trip, contact the district Business Office for specific information as to what the per diem rate
will be for your travel voucher reimbursement.
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