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TRAVEL PAYMENT & REIMBURSEMENT

Reference:
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Travel expenses incurred for official business travel on behalf of the Board shall be limited to those expenses reasonably and necessarily incurred by the employee in
the performance of a public purpose authorized, in advance, in accordance with any applicable administrative guidelines. Travel costs may include the transportation,

lodging, subsistence, and related items incurred by employees who are in travel status on official business of the Academy.

Payment and reimbursement rates for per diem meals, lodging, and mileage shall be approved by the Board annually. The Board shall utilize the Federal IRS
prescribed mileage rate.

Employees are expected to exercise the same care incurring travel expenses that a prudent person would exercise if traveling on personal business and expending
personal funds. Unauthorized costs and additional expenses incurred for personal preference or convenience will not be reimbursed.

Unauthorized expenses include but are not limited to alcohol, movies, fines for traffic violations, and the entertainment/meals/lodging of spouses or guests.
Conference costs must be appropriate, necessary, and managed to minimize costs to the Federal award.

Travel payment and reimbursement provided from Federal funds must be authorized in advance by the Federal awarding agency or pass-through entity and must be
reasonable and consistent with the Academy’s travel policy and administrative guidelines. For travel authorized by and paid for with Federal funds, the travel
authorization must include documentation that demonstrates that (1) the participation in the event by the individual traveling is necessary to the Federal award; and

(2) the costs are reasonable and consistent with the Academy’s travel policy.

All costs incurred with Federal funds must meet the Academy’s cost allowability standards.



To the extent that the Academy’s policy does not establish the allowability of a particular type of travel cost, the rates and amounts established under 5 U.S.C. 5701-

11, ("Travel and Subsistence Expenses; Mileage Allowances”), or by the Administrator of General Services, or by the President (or designee), must apply to travel
under Federal awards.
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DUTIES

0171 Officers
0171.1 President

Duties of President are set forth in the Charter Contract Bylaws. In addition, the President shall have the authority to sign, execute and acknowledge, on
behalf of the Board, all deeds, mortgages, bonds, contracts, leases, reports, and all other Board-approved documents.

0171.2 Vice-President
(See duties set forth in the Charter Contract Bylaws.)
0171.3 Secretary
(See duties set forth in the Charter Contract Bylaws.)
0171.4 Treasurer
(See duties set forth in the Charter Contract Bylaws.)
0172 Legal Counsel

The Board shall employ an independent attorney to represent the Academy and Board in actions brought for or against the Academy and render other legal
services for the welfare of the Academy.

0173 Independent Auditor



The Board shall obtain annually a letter of engagement from the selected audit firm, prior to the Annual Financial Audit. The independent auditor shall perform
the following:

A. examine the balance sheet of the Academy, at the close of its fiscal year, and the related statements of transactions in the various funds, for the fiscal
year just ended;

B. conduct the examination, in accordance with generally accepted auditing standards, and include such tests of the accounting records and such other
auditing procedures as are necessary under the circumstances;

C. render an opinion of the financial statements prepared at the close of the fiscal year;
D. make recommendations to the Board concerning its accounting records, procedures, and related activities, as may appear necessary or desirable;
E. perform other related services, as requested by the Board.
0175 Association Memberships
The Board may maintain professional association memberships and may take part in the activities of these groups.

The Academy may maintain institutional memberships in educational organizations that the Board and Educational Service Provider/School Leader find to be of

benefit to members and school personnel. The materials and other benefits of these memberships will be distributed and used to the best advantage of the
Board and staff.

0175.1 Board Conferences, Conventions, and Workshops

The Board recognizes the value of membership and attendance at conferences and meetings at the local, county, state, and national levels. Attendance
at local, county, state, and national workshops and conferences is encouraged.

Each Board member is expected to report back to the Board after attending a conference at Academy expense.

Travel and personal expenses of spouse, children, or other guest traveling with a Board member shall be the responsibility of the Board member or of
the individual. Expenses for convention functions attended as a group will be borne by the Academy, within budgetary limits.

If approved, the following are reimbursable upon submission of receipts and documentation:
A. Conference registration fees.
B. Transportation — plane (coach or economy class), train (coach or economy class) or automobile, including buses, taxis and limousines.
C. Mileage at the Board approved rate.
D. Toll charges and parking.

E. Lodging (in most instances, reimbursement will be limited to the conference rate, however, exceptions may be made in extenuating
circumstances as determined by the Treasurer.)

F. Meals (includes up to twenty percent (20%) gratuity and official conference banquets)



The President of the Board will regularly receive a record of Board members’ attendance at conferences.
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