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Purpose
Southern Cascades Community Services District (the "District") recognizes that employees may be required to travel, use personal vehicles, or incur expenses while performing their assigned job duties.
The purpose of this policy is to establish consistent guidelines for compensating employees for work-related travel time and reimbursing employees for reasonable and necessary expenses incurred while conducting authorized District business.
This policy is intended to ensure fair and consistent treatment of employees while maintaining appropriate oversight and accountability for District expenditures.
Eligibility
All District employees who are required to travel or incur necessary expenses in connection with their assigned job duties are eligible for compensation and reimbursement in accordance with this policy.
Reimbursement eligibility is subject to established District procedures, applicable authorization requirements, and state and federal laws.
Travel Time Compensation
Employees required to travel for work related purposes during the workday shall be compensated at their designated rate of pay.
Ordinary commuting time between an employee's home and their regularly designated work location is not considered compensable work time.
Travel time shall be compensated under the following circumstances:
1. Travel to Alternative Work Locations
When an employee is required to report to a work location other than their regularly designated work location, qualifying travel time shall be compensated in accordance with applicable wage and hour laws.
Travel time shall be calculated from the employee's designated work location or residence, whichever is closer to the alternative work location, unless otherwise required by law.
In the event that a District owned vehicle is unavailable and an employee is required to use their personal vehicle for authorized work related travel, mileage reimbursement shall be considered at the current IRS standard business mileage rate, subject to supervisor or manager approval and applicable law.
2. Extended or Out of Town Travel
Employees required to travel out of town for authorized District business shall be compensated for qualifying travel time, including applicable time spent traveling as a passenger on an airplane, train, bus, taxi, or other transportation.
Time spent on personal activities, including sleeping, sightseeing, or personal recreation, shall generally not be considered compensable work time unless otherwise required by law.
Employees must accurately document compensable travel time on their timesheets.
In the event that a District owned vehicle is unavailable and an employee is required to use their personal vehicle for authorized extended or out of town business travel, mileage reimbursement shall be considered at the current IRS standard business mileage rate, subject to supervisor or manager approval and applicable law.
Reimbursable mileage shall be calculated from the employee's regularly designated work location or residence, whichever is closer to the authorized travel destination, unless otherwise required by law.
Mileage Reimbursement
Employees who are authorized to use their personal vehicles for District business shall be reimbursed at the current Internal Revenue Service (IRS) standard business mileage rate.
Mileage reimbursement shall apply to qualifying business related travel, including travel between authorized work locations, travel to alternative worksites, and approved out of town business travel.
Ordinary commuting mileage between an employee's residence and their regularly designated work location is generally not reimbursable.
For approved travel to an alternative location, reimbursable mileage shall be calculated from the employee's designated work location or residence, whichever is closer to the destination, unless otherwise required by law.
Employees shall maintain accurate records of business related mileage, including the date of travel, destination, purpose, and total miles traveled.
Business Expense Reimbursement
The District shall reimburse employees for reasonable and necessary expenses incurred while performing authorized District business, consistent with applicable laws and District procedures.
Reimbursable expenses may include:
· Parking fees and tolls associated with authorized business travel.
· Transportation costs necessary to conduct District business.
· Lodging expenses associated with approved overnight business travel.
· Reasonable meal expenses associated with authorized business travel.
· Other necessary work related expenses approved by the employee's supervisor or manager.
Expenses must be directly related to official District business and supported by appropriate documentation.
Personal expenses unrelated to District business are not eligible for reimbursement.
Authorization Requirements
Employees shall obtain prior approval from their supervisor or manager before undertaking anticipated work related travel or incurring business related expenses.
Supervisors and managers are responsible for ensuring that authorized travel and expenditures are reasonable, necessary, and consistent with District operations.
Expenses incurred without prior authorization shall be reviewed on a case-by-case basis. 
Documentation and Reporting
Employees are responsible for accurately reporting all compensable travel time and reimbursable expenses.
Travel time shall be recorded on employee timesheets in accordance with the District's Timekeeping Policy.
Mileage and other reimbursement requests shall include sufficient documentation to establish the business purpose and amount of the expense.
Employees may be required to provide receipts, mileage logs, or other supporting documentation as appropriate.
Reimbursement and Payment Procedures
Compensable travel time and business expense reimbursements shall be included in employee payroll and paid in accordance with established payroll schedules and applicable wage and hour laws.
Employee wages and reimbursable expenses shall be separately identified in District payroll and accounting records, as appropriate.
Responsibilities
Employees are responsible for obtaining required approvals, maintaining accurate records, and submitting reimbursement requests in a timely manner.
Supervisors and Managers are responsible for reviewing travel requests, authorizing appropriate business expenses, and verifying reimbursement submissions.
District Administration is responsible for administering this policy, maintaining appropriate financial records, and ensuring consistent application of reimbursement and compensation procedures.
Policy Compliance
All employees are expected to comply with the requirements of this policy.
The District reserves the right to review reimbursement requests and request additional documentation when necessary.
Nothing in this policy shall be interpreted to limit employee rights to compensation or reimbursement required under applicable state or federal law.
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