
3.20— Licensed Personnel Reimbursement of Travel Expenses 
 
Employees shall be reimbursed for personal and/or travel expenses incurred while performing 
duties or attending workshops or other employment-related functions, provided that prior written 
approval for the activity for which the employee seeks reimbursement has been received from 
the Superintendent, principal (or other immediate supervision with the authority to make school 
approvals), or the appropriate designee of the Superintendent and that the teacher’s 
attendance/travel was at the request of the district. 
 
It is the responsibility of the employee to determine the appropriate supervisor from which 
he/she must obtain approval. 
 
Reimbursement claims must be made on forms provided by the District and must be supported 
by appropriate, original receipts. Copies of receipts or other documentation are not acceptable, 
except in extraordinary circumstances. 
 

The provisions of policy 7.12—EXPENSE REIMBURSEMENT are incorporated by reference 
into this policy. 

The rate for mileage reimbursement is $0.42 per mile.  

 
 
Cross Reference:  7.12—EXPENSE REIMBURSEMENT 
 
 
Legal References: Ark. Stat. Am. §§ 80-213, 80-219, 80-509. 
 
 
Date Adopted:  August, 2013 
Last Revised: July 1, 2025 
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