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Medford Area Public School District (MAPSD) personnel and officials who incur expenses 
in carrying out their authorized duties shall be reimbursed in accordance with the following 
regulations: 
 

• Employees requesting travel must submit the proper request form in advance. 
 

• Claims for expense reimbursement must be submitted on an expense 
 reimbursement form. 

 
• Transportation 
 Mileage claims may be paid for use of private vehicles on approved school 

district business. Claims shall be submitted on an actual mileage basis, unless 
an annual allowance is authorized.  The mileage rate shall be set by the board 
of education (BOE). 

 
 Scheduled air travel is limited to the lowest fare available for that class of 

aircraft.  Approved out-of-state travel will be reimbursed in the following 
manner. 

a. When necessary, the employee may travel by commercial carrier or 
private vehicle; the travel cost shall be the lesser amount 
determined in the following manner: 

 1. the fare for the lowest commercial airfare available. 
 2. mileage reimbursement for private vehicle according to current 

 BOE policy. 
 

• Lodging 
 All hotel reservations will be made through the district office and paid with the 

district credit card.  In the event that a staff member must make their own 
reservations for lodging, an itemized receipt is required and must be submitted 
with the expense reimbursement form. 
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• Meals 
 Staff members will be provided expenses for approved meals while on 

approved overnight school district business, with the following listed restrictions: 
a. Meal amounts shall require an itemized receipt.  If no receipt is 

submitted, a statement of explanation must be provided. 
b. The total amount of moneys which may be claimed for meal 

reimbursement for any one day shall not exceed $75.00. 
c. Alcohol will not be reimbursed. 

 
• Miscellaneous 
 The following and other expenses may be allowed if approved by the district 

administrator or designee: 
a. Ground transportation and tips. 
b. Actual costs of vehicle parking. 

 
Submission of an expense reimbursement form will constitute certification of actual and 
necessary expenditures. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
CROSS REFERENCE: DLCA 
LEGAL REFERENCE: '118.21(1), 118.24(5), 120.10(4), 120.13(16) & (32), Wis. Stats. 
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