
reimbursements shall be for 

travel and conference related 

expenses only!! 

**All other purchases require a purchase 

order prior to purchase. Reimbursement 

must be pre-approved and follow these 

requirements.**

Meal Reimbursement
1. Itemized receipt is required for all meals

2. no reimbursed meals if provided as part of 

conference fee

3. alcohol will not be reimbursed4. maximum reimbursable amount (w. 15% gratuity)

breakfast: $14.95 • Lunch $20.13 • Dinner $28.18

Travel related reimbursement requests MUST be received 

in  f iscal services per the following schedule:

Expenses Incurred

July 1-September 30

October 1-  December 31

January 1-  March 31

April  1-  June 30

Supervisor  

October 5

January 5

April  5

July 5

f iscal services  

October 15

January 15

April  15

July 15

Travel/hotel expenses

1 .  copy of  conference 

registration form and 

it inerary/agenda including 

start & end dates

2.  proof of  attendance

3.  fl ight it inerary,  copy of  

t ick et or pr intout w.  t ime 

of  fl ights (reimbursement 

for most economical 

travel method feasible

4.  itemized hotel invoice

5.  park ing/shuttle/tax i  

receipts

6.  A completed travel & 

conference reimbursement 

request form (CVUSD 

91-10007)

Reimbursement claims 

received after the 

deadlines will not be 

processed!

It is best to turn in your travel reimbursement request as soon as possible upon your 

return to ensure timely processing and reimbursement.


