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3309-1-52 Travel and expense reimbursement.

(A)

(1) Members of the school employees retirement board and staff members of the
school employees retirement system shall be reimbursed by the retirement
system for actual, proper and reasonable expenses incurred for attendance at
appropriate meetings, sessions, seminars and conferences.

(2) "Actual, proper and reasonable expenses" means that the particular service or
accommodation was in fact used by, or provided to, the board or staff
member, was appropriate under the circumstances and within the bounds of
prudent judgment.

(3) "Appropriate meetings, sessions, seminars and conferences" include, but are not
limited to, the following:

(a) Meetings of the retirement board or its committees;
(b) Meetings sponsored by the retirement board or the retirement system;
(c) Member or retiree related meetings;

(d) Other educational meetings, sessions, seminars and conferences that serve
to make the board or staff member more knowledgeable and are related
to the general purposes of the retirement system and in the interest of
the system's participants.

(e) Other meetings which involve the retirement system's business operations.
(B) Reimbursable expenses include, but are not limited to, the following;:
(1) Transportation.

(a) Air fare will be reimbursed at coach or economy class rates when such
was available and efforts will be made to use other cost-saving plans
offered by carriers. In accordance with Ohio ethics commission
advisory opinion No. 91-010, airline frequent flyer miles shall not be
used for personal travel or benefit.

(b) In-state travel by personal automobile will be reimbursed at the
reimbursable rate established by the system. Out-of-state personal
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automobile or other surface vehicle travel will be reimbursed at the
lesser of "portal-to-portal” or "air travel cost".

(i) "Portal-to-portal”" reimbursable expenses include the actual cost of
lodging, meals, parking at place of lodging and mileage at the
reimbursable rate established by the retirement system or the
actual cost of coach or economy class fare or the cost of a rental
vehicle.

(ii) "Air travel cost" reimbursable expenses include the actual cost of
coach or economy air fare, airport parking, transportation from
the airport to destination lodging, and mileage between the board
or staff member's home and the local airport at the reimbursable
rate established by the retirement system.

(c) The cost of a rental vehicle where it is a reasonable alternative means of
transportation under the circumstances.

(d) The cost of parking for a personal or rental vehicle.

(e) The cost of taxi cabs or other public transportation where reasonable
under the circumstances.

(2) Lodging at the single occupancy rate.

(3) Meals and beverages, excluding alcohol, in reasonable amounts not to exceed
limits as set by the retirement board.

(4) Tips as customary and reasonable.

(5) Telephone calls or other eclectronic transmissions for retirement system
business; or personal telephone calls to home and/or family not to exceed
limits set by the retirement board.

(6) Registration fees for appropriate meetings, sessions, seminars and conferences.
(C) Reimbursable expenses do not include the following:
(1) Expenditures of a personal nature except as provided in this rule.

(2) Expenditures for travel other than for retirement system business.
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(3) Except in the case of an emergency, expenditures by a board member for
out-of-state travel not approved by the retirement board.

(D) Requests for approval of out-of-state travel by a board member shall be submitted by
the board member to the executive director of the retirement system who shall
present the request to the board at its next regular meeting.

(E) Requests for reimbursement for authorized travel shall be submitted on e the
appropriate form attached as an appendix to this rule previded-by-the-retirement

gystem and in accordance with the retirement system's reimbursement procedures.
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School Employees Retirement System of Ohio

BOARD Expense Report

urpose oTTer: Conference Dates:
Type of Travel
Travel Dates: (select from list below)
Education
Enter Dates, Total
Enter Name of Amount
In -
s__ Breakfast
Lunch
Dinner
Eaig Meal Total 0.00 0.00 0.00 0.00{ 0.00 0.00] 0.00 -
ransportation -
Airplane -
Personal Car Miles
_ @ 0.565 - - - = 5 = = -
Taxi/Limousine -
Rental Vehicle -
Shuttle -
Parking -
Tolls -
iOther Eanses -
I -
Tips (not Meals/Taxis) -
Subtotals - - - - - - - -
onference Registration Fee
o _ otal Expenses -
Meals paid for multiple SERS employees/Board members/guests Less: _ Direct Bill (Airfare, Hotel) -
Date___|Names Board Travel Card Charges -
Prepaid Registration Fee -
Other
Total Deductions =
Less: Reimburse SERS personal -
BALANCE DUE TO: _ Board Member
SERS
==
Aearovals
ese axpenses wers actual and reasonable, are n compliance
SERS pokicy and were incurred for official business of the School Employees
Retirement System. No portion of these expenses was provided free of charge or | certify that | have reviewed expenses associated with
previously reimbursed from any other source. Should any portion of this this reimbursement and hereby authorize payment.
reimbursement be found non-compliant with SERS policy, | will reimburse SERS
within ten (10) days of being notified.
Exacuﬁve
igred: Date: rctor: Dats:
nt # Accounting Approval e
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School Employees Retirement System of Ohio

. Staff Expense Report
Name:
ame n rpose of Tﬁpz nference Bates:
Type of Travel
Location of Trip: Travel Dates: (select from list below)
Enter Dates| TTotal
Enter Name of Clty Amount
odgin -
Is__ Breakfast
Lunch
Dinner
Bf.&: unapproved meals > $60
Daily Meal Total 0.00 0.00 0.00 0.00 0.00 0.00 0.00 -
IEEnsponaﬁﬁl -
Airplane -
Personal Car — Miles
@ 0.565 - - - - - - - -
Taxi/Limousine =
Rental Vehicle -
Shuttle -
Gas (for SERS vehicle) -
Parking -
Tolls =
[[Other Expenses .
| =
| =
| Tips {not Meais/Taxis) -
i =
bal!y Totals - - - - - - - -
Conference Registration Fee
Business Meal Reimbursement (below) -
- otal Expenses -
eals paid for multiple SERS employees/Board members/guests lLess: Direct Bill (Airfare, Hotel)
te__|Names DL Purchasing Card Charges
Prepaid Registration Fee -
Other
Total Deductions -
ALANCE DUE TO: Employee
| | SERS
Business Meal Reimbursement (Not Travel Related)
Names of Guests, Titles, Business Connections Date Place ~ Name & Location Business Purposa Amount
Total (Adds Above) -

T cortly thal hese expenses wera aciual and reasonabia, lance wi ; - 2
ﬁERs m and ""::;‘m":;ﬂf‘” ""“'L?::: :‘;vmmsw“” » | this reimbursement, have found them in compliance with
prev‘mbmuﬂvl m’ gl od m° 'wc ' other so:”; "_ slsrwuu any portion of this charge SERS policies and procedures, and hereby authorize

reimbursement be found non-compliant with SERS poficy, | will reimburse SERS with i payment.
ten (10} days of being notified.

Director: Date:

igned: Date:
unt # Accounting Approval b 3
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