                        ADMINISTRATIVE REGULATIONS 4.000
McKenzie Special School District
Travel Regulations

Effective March 2, 2022
Section 1:  General Reimbursement Rates and Regulations


Standard Mileage Rate



$ .585 / mile


Maximum Parking Fee without Receipt

$8.00 / day                           

Travel must be approved in advance by the building Principal, Supervisor of Instruction, Food Service Director, or the Director of Schools.
Receipts are required for lodging, conference registrations, and miscellaneous expenses claimed for reimbursement. Staff must charge lodging reservations to the district credit card and provide the hotel with the district’s tax exemption certificate.
Mileage reimbursements will be paid only for official school business, and will be calculated or verified using internet point-to-point map resources (e.g. Google Maps, MapQuest.com). Typically, reimbursement is made for mileage between the employee’s work location and travel destination. However, if an employee begins or ends the trip at their place of residence instead of their work location, then the mileage reimbursement will be the lesser of the mileage to or from the employees residence or work location. Vicinity mileage in excess of twenty miles must be accompanied by an explanation before reimbursement will be made.

When overnight travel is involved, both in-state and out-of-state meals and incidentals will be reimbursed at 75% for the day of departure and the day of return.  When overnight travel is not involved, meals and incidentals will be reimbursed at 50% when attendance is required at an all-day event.  If attendance is only required for a partial day, which includes the noon meal period (11:00 a.m. to 1:30 p.m.), meals and incidentals will be reimbursed at 40%. If one or more meals are provided by the conference or event, then the reimbursement will be adjusted according to the per diem amounts listed below.
Section 2:  In-State Reimbursement Rates

In-state lodging and meal rates follow the CONUS rates for Tennessee. The standard lodging rate of $96 and the standard rate of $59 for meals and incidentals should be used for all in-state locations not listed below.
   Counties                                            Maximum Lodging              Maximum Meals & Incidentals         
   Davidson (Nashville)








     (September through November)

$234



$79
     (December through January)


$187



$79
     (February through June)                         
$230                                        
$79
     (July through August)


$207



$79
   Shelby (Memphis)



$123



$69
   Williamson (Brentwood, Franklin)

$125



$69


   Hamilton (Chattanooga)


$109



$64
   Knox (Knoxville)



$102



$64


On-site conference lodging rates in excess of those stated above will be allowed subject to prior           approval by the applicable individuals noted in Section 1.

In-State and Out-of-State Meals & Incidentals – Allocated by Meal
Total per diem


$59

$64

$69

$74

$79
Breakfast


$13

$14

$16

$17

$18

Lunch



$15

$16

$17

$18

$20

Dinner



$26

$29

$31

$34

$36

Incidentals


$5

$5

$5

$5

$5


Section 2:  Out-of-State Reimbursement Rates

Employees should utilize the U.S. General Services Administration CONUS (Continental United States) rates provided by the federal government.  To view the CONUS rates, access the State of Tennessee’s Department of Finance and Administration web page at https://www.tn.gov/finance/rd-doa/fa-travel/fa-travel-regulations.html, where direct links to the GSA standard mileage and meal reimbursement rates are provided.
Use the CONUS standard rates for all locations within the continental United States not specifically shown on the CONUS web page as a listed point. Both in-state and out-of-state meals are reimbursed at 75% for day of departure and/or day of return.

