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 Rodney O. Jackson, MBA, CSFO, G.M.C.,CSBA

 Executive Director Financial Accounting and Benefits Services

 Undergrad in Accounting and M.B.A. both from UK

 28 years of Accounting Experience including over 22 years of 
School Finance.

 Over 24 years in Grants Management Experience

 Certified in Grants Management 2002

 Certified School Financial Manager 2005

 Certified School Financial Officer 2016

 Certified Finance Officer of State of KY 2017

 Certified School Business Administrator 2022

 FCPS manages over $900 million in revenue including $200 
million in Grants

 KASBO Past President 2020-2021

 KASBO Board Member

 SASBO Emerging Leader



 Approximately 43,000 students (2nd largest is state of 
KY)

 Over 900 regular employees
 Annual budget $900 million
 Additional $149 Million in CARES 
 69 schools and programs 

 KY has 171 school districts
 No charter schools 
 2/3 have fewer than 3000 students
 Largest has 94,000 students (metro Louisville)
 Smallest has 109 (independent)
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Best Practices for Travel and 
Professional Leave

Assess internal controls for travel 
and related reimbursements

Learn how to strengthen the 
adequacy of your travel system



Professional leave is leave granted to an 
employee to participate in educational related 
and/or professional growth and development 
activities. 



 Protection



Quote to think about

“Education costs monEy, but so 
doEs ignorancE”

Anonymous



 Introduction

 Procedures for Requesting Professional Leave

 Procedures for Reimbursement of Expenses

Transportation

Airline Travel Reimbursement

Car Travel/Mileage Reimbursement

Lodging

Meals

Other Expenses

 Airlines Addendum





If Professional Development was all inclusive 
and the itemized hotel/flight receipts are not 
attainable, then the following additional 
supporting documentation is required:

Copy of PD Agenda 
(Must show dates and times of PD)

Copy of PD Leave Request



http://www.google.com/url?sa=i&rct=j&q=picture%2Bof%2Ba%2Bgroup%2Bof%2Bbusiness%2Bpeople&source=images&cd=&cad=rja&docid=e72wFLWzYQgeEM&tbnid=YTdWKOjyrARy6M:&ved=0CAUQjRw&url=http%3A%2F%2Fwww.colourbox.com%2Fimage%2Fgroup-of-business-people-image-4494899&ei=JNfKUZ7FHpO68wSM9oH4CQ&bvm=bv.48340889,d.eWU&psig=AFQjCNHGeyJ-kKW1k6PGFBTYx787pdpCoQ&ust=1372334050021750


Itemized flight itinerary receipt

Must show times and paid -0- balance

Air fare 

Reasonable rate not First Class

By seat and location factors

By time factors

Flight insurance

Flight protection in case of cancellation or delays will be covered. 

COVID (Pandemic) Rider 

Life insurance for individual will not be covered only if separate.

One seat per traveler

One checked bag per person

Airline change fees

If traveler requests any changes after ticket has been issued, all 
fees will not be covered.

If traveler obtains nonrefundable ticket via a PO and doesn’t use 
it, then individual will be liable for cost of airline ticket.



Luggage VS. Baggage



The district will allow only (1) checked bag per person  

• All additional bags checked by travelers above the one 
approved checked bag will be the traveler’s 
responsibility to pay for – not the district.

• Additional fees for baggage beyond standard 

weight limits will not be covered.

• Must attach baggage receipts

showing paid in full.



The mileage cost for a privately-owned vehicle will be reimbursed at 
the rate to be adjusted based on the American Automobile Association 
(AAA) Daily Fuel Gauge Report for Kentucky for regular grade gasoline 
cost reported on June 1 and adjusted thereafter on January 1.  April 1, 
July 1, and October 1 each calendar year based on the average retail 
price of regular grade gasoline for the week beginning on the second 
Sunday of the prior month. 



• Mileage for travel shall be based 

only on the mileage calculations 

provided by MapQuest.

• Based solely on location address

to location address-not city center

to city center

• http://www.mapquest.com

• Mileage reference guide-If local 

travel

http://www.mapquest.com/


Mileage commuting between home and work 
station shall not be paid on a daily basis. 

If an employee's point of origin for travel is the 
employee's residence, mileage shall be paid for 
the shorter of mileage between:

a) residence and travel destination, or

b) work station and travel destination





If a trip is within 4 hours travel time, then employee 
shall drive and be reimbursed for mileage. 

Any trip over 4 hours, then have the option of flying.  

However, if an employee chooses to drive and the 
travel time is over 4 hours, they shall only be 
reimbursed for the lower of mileage cost or the 
equivalent the airfare would have cost for the 
corresponding trip. (**Documentation of the flight cost at 
that time of travel is required to be attached to 
reimbursement)



Valet parking will only be 

allowed if the hotel 

does not allow self parking

and there is no other option

available.

 Must attach receipt 

showing paid in full. 





Lodging shall be the most economical, as 
determined by considering location of the 
lodging. Facilities providing special government 
rates or commercial rates shall be used if 
feasible.

 OVERNIGHT STAY

 PRIOR APPROVAL

 4:00 pm (E.S.T)





 Meal reimbursement requires overnight stay (Must 
submit either itemized hotel receipt or flight 
itinerary showing -0- balance)

 No meal receipts are needed unless field trip 
(Based on per diem)

 Not eligible for per diem if meals are included in 
conference  OR (consider inflation and pay 
regardless)

 Must be hot meals (Continental breakfast or 
appetizers are exempt)



MEAL TIMES LOW RATE:

(Inside KY & 
bordering states-
IF DRIVING)

HIGH RATE:

(Outside KY & 
inside  bordering 
states-IF FLYING)

Meal Meal-Time Hours Not to Exceed Not to Exceed

Breakfast 6:30 am-9:00 am $7.00 $8.00

Lunch 11:00 am-2:00 pm $8.00 $9.00

Dinner 5:00 pm-9:00 pm $15.00 $19.00





Option 2: Meal 
Reimbursements

Meal reimbursements

Receipts not required

Board approval dates will 
determine meal per 

diems

Board agenda form 
useful to determine 

whether or not meals 
were 

requested/approved

For Chiefs: meeting meal 
rate limits have changed

$8 breakfast, $9 lunch, 
$19 dinner



 Updated quarterly

 For PD trips

 AP requires originals

 If grant funds or PD 
funds are used, third 
signature required

 Notes section for 
extenuating 
circumstances

 Complete “Date 
approved on board 
agenda” for overnight 
stays
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Professional Development 
Reimbursement Request 
Forms are required to be 
submitted within 30 days 
of return from 
professional leave or 
work-related regular 
travel.  

Mileage Reimbursement 
Forms should be 
submitted at a minimum 
monthly or at a maximum 
quarterly.

*If a request is received outside 

the 30-day window, the request 
will be submitted to the traveler’s 
Cabinet-level director for 
determination on whether to 
submit it for payment. 



DIRECTOR DISCLAIMER 



 Financial Accounting and Benefit Services 
reserves the right and may disallow or reduce 
the amount of a claim that violates the 
provisions of this procedure or may require 
written justification for amounts claimed by a 
traveler that are not deemed reasonable or 
allowable.  



 The all-encompassing clause:

◦ “The Executive Director of Financial Accounting and 
Benefits Services reserves the right to reduce or 
deny any reimbursement request deemed 
incomplete or inappropriate for reimbursement.”

 The 3 guiding principles:

◦ Is this reasonable, allocable, and allowable? NOTE: 
This principle is especially important for grant 
expenditures!
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 Must have a written policy and procedures guide 
for travel expenditures
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BOSS APPROVERS RULE
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 Emergencies only

 Justification must be 
provided

 Tax is not reimbursed

 Approving authority must 
sign

 Send original form, 
receipt(s), proof of 
payment, and PO to AP
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 But WHY?
To prove the employee who is requesting 
reimbursement is the same person who 
personally incurred the charge AND ALSO that 
THE DISTRICT has not paid the expense in any 
other way, such as with a procurement card or 
purchase order
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 Only 
acceptable if 
last 4 digits 
of card 
number are 
pre-printed 
on receipt

 IF NOT:
Black out 
first 12 
digits
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[Redact]



 Must be copy of 
official 
statement to 
include 
employee’s 
name pre-
printed on the 
statement 

 Screenshots 
from mobile 
banking and 
pending charges 
do not contain 
sufficient 
information to 
prove payment
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 Close-up snip for training 
purposes:



 Certification of accuracy of expense reports: By signing the 
travel reimbursement request, the traveler is certifying the 
accuracy of all of the information and the legitimacy of the 
travel. The signature of the traveler’s supervisor certifies that 
he or she agrees that the travel was necessary, and the 
requested reimbursements are proper.  All signatures must 
be original.  No stamped signatures will be accepted.   The 
reimbursement must be approved by the traveler’s 
supervisor.

 Administrators may not approve their own travel 
reimbursements; their immediate supervisor must sign their 
travel voucher before they route it to the Department of 
Financial Accounting & Benefit Services for final review and 
approval. 



Most Common Reasons 
for Delays

 Utilizing the wrong form rate

 Missing board approval date

 Incomplete addresses or dates

 Missing signatures

 Missing documentation



Several Trainings

 Central Office Roundtable

 Bookkeeper Roundtable 

 District Leadership Meeting

 Principal’s Newsletter

 Grant Budget Managers

Website access

Policy Handbook:

Forms: 

Required Online Training Certification



 https://watch.screencastify.com/v/FhE6DEFx
GRqFKGo5KXOD

https://watch.screencastify.com/v/FhE6DEFxGRqFKGo5KXOD




EMPLOYEE REIMBURSEMENT CHECKLIST 

NOTICE: Before submitting to AP for payment, ensure each item is included where applicable. Failure 
to submit the required documentation will cause the reimbursement to be returned unpaid. 

 

For ALL requests: 
___Purchase order 
___All required signatures 
 
For Mileage POs: 
___Mileage form (each month must be on a separate form) 
___MapQuest shortest distance printout(s) for all non-FCPS locations 
 
For Professional Leave Reimbursements:  
___Correct quarter’s Request for Professional Leave Reimbursement Form 
___Board approval date 
___Hotel receipt with $0 balance (must be provided for all overnight stays) 
___Proof of attendance 
___Applicable receipts (flight, hotel, transport, registration, baggage, etc.) 
___MapQuest 
___Proof of payment 

If card is used: send copy of card used IF the card info is pre-printed on receipt. Redact 
first 12 digits of card. Otherwise, the redacted official bank statement must be provided. 
If check is used: send copy of cleared check. If cash is used: receipt is required. 

 
For Non-Travel Reimbursements: 
___Non-Travel Reimbursement Form (justification must be provided) 
___Receipt(s) 
___Proof of payment 

If card is used: send copy of card used IF the card info is pre-printed on receipt. Redact 
first 12 digits of card. Otherwise, the redacted official bank statement must be provided. 
If check is used: send copy of cleared check. If cash is used: receipt is required. 

 
 
 
Click here for Travel Handbook 
Click here for instructional video 

 
I have read the Travel Handbook and watched the instructional video.   

Employee initials: ______ 
 

If all required information is provided, reimbursement will be paid according to the  
AP Vendor Payment Schedule 

 
Financial Accounting and Benefits Services reserves the right to and may disallow or reduce the amount of a claim 

that violates the provisions of this procedure, or may require written justification for amounts claimed by a traveler 
that are not deemed reasonable or allowable. 







1. Prior Board Approval Rule: All professional development leave that 
requires overnight stay must be prior approved by the school board, 
regardless of the rationale for the leave.  

2. Baggage Rule: The district will allow only one checked bag per 
person

3. Reimbursement Rule: must be submitted minimum monthly or 
maximum quarterly.  

4. Rental Cars must be prior approved and if conference at same 
location of hotel it is not allowed. (NOTE: only one tank of gas 
approved)

5. Valet Parking will only be allowed if no other option. 



6. Prudent Person Rule: All Expenses related to PD travel must be considered reasonable, 
allocable, and allowable related to being an economical cost to the district. (Lodging and 
Flights as an example)

7. Certification Rule By signing the travel reimbursement request, the traveler is certifying 
the accuracy of all of the information and the legitimacy of the travel.

8. 4 hour rule: If a PD trip is less than 4 hours, the employee must drive.  Any PD trip that is 
4 hours or more. The employee may have an option to fly or drive with reimbursement 
limits if driving.

9.Mapquest Rule: All mileage payments shall be based solely on address- to- address 
distances using MapQuest

10. Meals Options Low v/s High Rate Rule or Inflation Rule : FCPS recognizes every location 
outside of Kentucky and Kentucky’s surrounding seven border states of West Virginia, 
Virginia, Tennessee, Missouri, Illinois, Indiana and Ohio as a high rate area. IF the traveler 
flies to a Kentucky border state, the high rate will be effective.  Every location within 
Kentucky or the seven border states is considered low rate IF the employee is driving.  
Inflation rule is regardless of location and if meals served employees gets full amount per 
diem, per day for board approved dates






