Bracken County Public Library

Travel Reimbursement Policy

Reimbursement of Expenses Policy
Library Staff
Library employees are reimbursed for travel/mileage while on approved library business including outreach programs and deliveries, cooperative meetings with other agencies, continuing education, library meetings, and errands. The library’s mileage reimbursement rate is the same as that paid by the State of Kentucky to its employees. The reimbursement rate is determined by the date of travel, not the reimbursement request date.

Staff attendance at meetings or conferences for professional development or as part of job function/responsibilities must be approved by the director. Priority is given to employees who are presenting a program at the conference or who serve on a board or committee that is meeting at the conference. Every opportunity is made to give all employees an opportunity to attend a conference as the budget permits. The library pays the registration fee and the cost of meals that are part of a meeting/conference program. It also reimburses travel costs, including actual mileage, lodging, and meals. The library’s mileage reimbursement rate is the same as that paid by the State of Kentucky to its employees. Receipts must be submitted.

Library Board Members

Library board members are encouraged to participate in continuing education opportunities by attending relevant meetings/conferences and by visiting other libraries.  Prior board approval is required if the board member intends to request reimbursement for expenses. The library pays the registration fee and the cost of meals that are part of a meeting/conference program. The library’s mileage reimbursement rate is the same as that paid by the State of Kentucky to its employees. Receipts must be submitted.

Reimbursement Requests

Requests for reimbursement must be made on a “Request for Payment” form and approved by the director or his/her designate. The request must include the date, purpose, number of miles associate with each travel event, and other appropriate expenses. Requests for reimbursement must be made within 45 days of the travel date, and always by June 30 of the year in which the travel occurred.
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