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OVERVIEW

The Blue Oak Charter Council (BOCC) as the Governing Board of BLUE OAK CHARTER SCHOOL has
reviewed and adopted the following policies and procedures to ensure the most effective use of
the funds of BLUE OAK CHARTER SCHOOL to support the mission and to ensure that the funds are
budgeted, accounted for, expended, and maintained appropriately.

The BOCC formulates financial policies and procedures, delegates administration of the policies
and procedures to the Executive Director and reviews operations and activities on a regular basis.

The Executive Director has responsibility for all operations and actMtles related to financial
management. : :

othat no one employee has sole control
,C|I|at|on of ba ccounts.

Financial duties and responsibilities must be separated
over cash receipts, disbursements, payrolls, and

All administrative employees are required to t nnual vacations of at

days.

st five (5) consecutive

The BOCC may appoint someone else to perform the | Director’s respo‘:h ibilities in the

case of absence.

"port and a copy will be
nd/or deficiencies will be resolved

(FASB).
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BP 3010 - Budget Development

Policy

The Blue Oak Charter School BOCC recognizes the importance of having a timely and accurate
budget, which supports and defines the educational goals of the School. The purpose of this policy
is to ensure stakeholder participation in the development and revision of both a current year
budget and a multi-year projettion budget.

Oversight Calendar and Responsibilities
January - February

1. The Business Manager (CSMC) works with the Executn)e Dlrector to review the Governor’s
proposed state budget for the upcommg fiscal yea' 'anq;;:glentlfy the likely range of

development principles for BOCC revie
Develop rough planning budget for upco
and any proposed staffing changes.

1. The Business Ma}\a nd Executive Director review revenue projections subsequent to
the Governor’s annual “May Revise” budget figures and fine-tunes the upcoming fiscal
year budget to accommodate any changes. This budget will include monthly cash flow
projections.

2. The Business Manager and Executive Director verify the budget ties in with LCAP spending.

3. The Finance Committee and BOCC reviews and formally adopts a budget and the Local
Control Accountability Plan (LCAP) for upcoming fiscal year before June 15. A copy of the
final budget is provided to the charter-granting agency.

4. Continue ongoing monitoring and revision of current year budget.
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July - August

1.

Books for prior fiscal year are closed, all transactions are posted, and records assembled
for audit.

The budget is updated with actual enrollment information and is ensured to be aligned
with the actual adopted governor’s budget via the FCMAT calculator.

Independent auditor performs audit of the just-closed fiscal year and prepares audit report
for submission to the Finance Committee and BOCC.

September - December

1. At the end of the first full week of school on census day and again after the P-1 attendance

report is available, the Executive Director reviews the Charter School’s actual attendance
figures and notifies the BOCC if actual attendance is below budget projections. If needed,
the school’s budget is again revised to match hkex | en
The BOCC reviews a copy of the audit. The Bu: ess Manager and the Executive Director

address any audit exceptions or adverse find . Audit report and any follow-up plans are
submitted to charter-granting agency
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BP 3020 - Fiscal Control

Policy

The Blue Oak Charter School BOCC is committed to fiscal responsibility and conservative fiscal
management. This policy is adopted to ensure that, (1) expenditures are authorized by and in
accord with amounts specified in the BOCC-adopted budget, (2) the school’s funds are managed
and held in a manner that provides a high degree of protection of the school’s assets, (3) internal
controls and segregation of duties are maintained and (4) all transactlons are recorded and
documented in an appropriate manner. ‘

Procedures

1.2.
1.3. The Executive Director must ‘5',
and authorize all invoices prior
invoices, such as utilities can be

ic general Iéy‘:dger. Transactions will be posted
office provider. To ensure segregation of

2. Annual Financial Audit-_

2.1. The BOCC will annually contract for the services of an independent certified public
accountant to perform an annual fiscal audit for the prior year ending June 30.

2.2. The BOCC may elect to enter into a contract with a multi-year contract with an audit firm
but must change site auditors at least every three years.

2.3. The audit shall include, but not be limited to:

2.4. An audit of the accuracy of the financial statements

2.5. An audit of the attendance accounting and revenue claims practices

2.6. An audit of the school’s internal control practices
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2.7. Fraud interviews with at least one BOCC member and 3 staff selected by auditor

2.8. If the Federal funding threshold is exceeded, the audit shall be prepared in accordance
with any relevant Office of Management and Budget audit circulars

2.9. The Audit shall be completed, reviewed by the BOCC, and submitted to the charter
granting agency, the County Office of Education, the Office of the State Controller and
California Department of Education prior to December 15th of each year.

3. Budget Transfers
3.1. The Executive Director has the authority to transfer up to $3,000 between unrestricted
budget line items in order to facilitate continued ope(atiéns. All such transfers will be
reviewed by the Finance Committee and the BOC t the
meeting.

it the next regularly scheduled

4. Banking Arrangements
4.1. The School will maintain its accounts eit

speculative federally-backed
Fund.

unty Treasury, the BOCC must appoint and
s or warrants in accord with these policies.
rized signers on the school account. At

e will be authorized to sign checks. These

e counfy easury on a monthly basis and prepare (1) a balance
udgeted to actual revenues and expenditures to date, and (3)
Finance Committee including the Treasurer and Executive

ill review these statements each month.

sheet, (2) a comparison
a cash flow statemx
Director and the B

4.7. The School will depS all funds received as soon as practical upon receipt and in no
event later than seven days after receipt. Funds will be in a locked cabinet or safe while
awaiting deposit.

5. Purchasing
5.1. A good faith effort will be made to obtain the lowest possible purchase price for goods
and services of equivalent quality.
5.2. All purchases in excess of $5,000 must be bid by a BOCC-approved process.
Documentation of this effort will be maintained along with purchasing documentation.
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The bid process may be suspended in emergency circumstances. The BOCC will then be

notified of the expenditure at the next regular meeting.

5.3. The Executive Director may authorize expenditures within the approved budget. The
Finance Committee and the BOCC will review and accept all expenditures via review of a
check register which lists all checks written during a set period of time and includes check
#, payee, date, and amount.

5.4. Individuals other than the Executive Director are not authorized to make purchases
without written pre approval. A Purchase Requisition must be prepared and approved in
advance of any purchase requested on behalf of the school. The Executive Director must
authorize and sign the purchase requisition prior to puréhase No other individual may
authorize purchases. This includes members of the BOCC and subcommittees of the
BOCC. :

5.5. When approving purchases, the Executive D

ectbr must:

5.5.1. Determine if the expenditure is bt _gét"éd

5.5.2. y

5.5.3.

5.5.4.
approved charter, schoolt

regulatlons

hich tasks are performed by different individuals for adequate
control will be implemented. For example, the same person is not to collect money from
students or other payees, post receivables and other accounting records, and prepare and
make the deposit.

7.2. It is the Executive Director’s responsibility to scrutinize all documents to ensure that the
amount being deposited includes everything that was collected.

7.3. Mail containing payments is to be opened and recorded in one central location by
someone who will have no further involvement with the deposit or accounting for cash
receipts. The person opening the mail will record all funds received in a pre-numbered,
multi copy receipt book and place it in the business office lock box by the end of that

checks and balan 3
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business day. The business office staff will verify that the deposit reconciles with the
receipt.

7.4. Necessary initial control for in-person or over the counter receipts requires the person
who receives the money to immediately prepare a record of the amount to establish
accountability and a basis for proving that subsequent deposits include everything that
was received. Pre- numbered, multi copy receipt books are acceptable methods of initial
control.

"7.5. All funds received will be kept in a locked box or safe until ready for deposit. Deposits will
be made as soon as practical but at least once per week. .

Returned (NSF) Check Policy .

8 1. A returned-check processing fee will be charged'f ;any‘checks returned as non-sufficient
funds (NSF). Unless otherwise pre-approved: by e busmess office or the Executive
Director, payment of the NSF check and p " kéessmg fee must be made by cash, money
order or certified check. ;

8.2. In the event that a second NSF check isxre‘ ei

d for any |ndIV|duaI"'"|n" ddltlon to the

’

ited, carefully controlled and monitored. Using a
dling cash and is subject to the same precautions

. Credit or deblt C
and Blue Oak Cha
identification numbe

nly be issued to the Executive Director in both his/her name

t ool upon approval of the BOCC. The Blue Oak Charter School Tax

ill be used. Any new applications for credit/debit cards must have
prior approval by the BOCC.

9.3. Credit/debit cards will only be used for traveling on school business or for a legitimate
need to purchase goods and services online or in person when a vendor will not accept a
purchase order or school check.

9.4. The credit card limit will not exceed $3000.

9.5. Credit/debit card purchases will be minimal and infrequent and will not be used to bypass
established purchasing procedures.

9.6. The school credit card shall be kept in custody on the school site.
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9.7. The credit card only be used by the person authorized on the card, and only for such
purchases that require a card.

9.8. Credit cards may not be used for cash advances or withdrawals at any time, even if the
cash is to be used for a school-related purpose.

9.9. Each charge to the credit card must be supported by a receipt of the expenditure and a
concise description of the cost or activity and its school-related purpose. The receipt must
contain detail of the item(s) purchased. If receipts are not available or are missing the
individual making the charge will be held responsible for payment.

9.10. Credit card accounts shall be paid in full each month; a balance shall not be allowed
to be carried over into the next billing cycle. :

10. Authority to Enter Into Contracts and Agreements. ;
10.1. Except as otherwise provided in these policies, the Executlve Director may enter
$3 000.00 W|thout BOCC approval, provided

nt are authorized and avallable within the
ni e notified at the next

into contracts and agreements not to exce

funds sufficient for the contract or agr:
school’s adopted budget. The Finance C
regular meeting.

insurance curren ct. The Executive Director may also require that contract service

ol as an additional insured.

10.8. If the contract service provider is a sole proprietor or a partnership (including LP,
and LLP), the office manager will obtain a W-9 from the contract service provider prior to

submitting any requests for payments to the business office.

providers list the s

10.9. The Executive Director will forward contracts and modifications over $3,000 in
writing to the Finance Committee and BOCC for approval prior to signing.
10.10. Contract service providers will be paid in accordance with approved contracts as

work is performed.
10.11. The Executive Director will be responsible for ensuring the terms of the contracts
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are fulfilled.

11. Record Keeping of Financial Documents

11.1. Transaction ledgers, canceled/duplicate checks, attendance and entitlement
records, payroll records, and any other necessary fiscal documents will be retained by
school staff in a secure location for minimum of seven (7) years, or as long as required by
applicable law, whichever is longer. At the discretion of the BOCC or Executive Director,
certain documentation may be maintained for a longer period of time.

11.2. Appropriate back-up copies of electronic and paper documentation, including
financial and attendance accounting data, will be regulakly prepared and stored in a
secure offsite location, separate from the school by back office provider.

11.3. Financial records will be shredded at the en _Vof thelr retention period.

12. Asset Inventory
12.1. An asset is defined as all items, pu hased or donated w 1 hia value of $1,000 or
more and with a useful life of more than’

;}year The Executive irector shall establish

12.2.

12.3.

! mventory:df all assets at least 90 days

he condition and location of the asset.

\ssistant will establish and oversee a system to prepare time and
attendance reports and submits payroll check requests.

13.3. All staff expense reimbursements will be on checks separate from payroll checks.
13.4. No checks for additional services will be paid outside of the payroll system
13.5. Upon hiring of staff, a personnel file will be established with all appropriate payroll

related documentation including a federal I-9 form, tax withholding forms, pay scale,
retirement status, and an accounting of the use of sick leave.
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14.

15.

16.
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Attendance Accounting

14.1. The Registrar will establish and maintain an appropriate attendance accounting
system to record the number of days students are actually in attendance at the School
and engaged in the activities required of them by the School.

14.2. The annual audit will review actual attendance accounting records and practices to
ensure compliance.

14.3. The attendance accounting practices will be in conformance with the Charter
Schools Act and the applicable California Administrative Code sections defining Charter
School Average Daily Attendance. .

14.4. ADA will be computed by dividing the actual number of days of student attendance
by the number of calendar days of instruction by the School

14.5. The School’s instructional calendar will mclude at least the minimum number of
days of instruction as provided by the Admlnlstratlve Code Regulatlon to avoid any fiscal
penalties. ) ‘

14.6. The master schedule, in combihka‘

n,WIth the annual mstru’ctlonal calendar will
document that the school of'fers an amount of. annual ‘minutes of instruction as required
pursuant to applicable law. . - 7

14.7. Independent study shal!

gpplicable laws.

Financial Reporting
15.1. The Executive D
School Busin

ctor, working.in co ction wit’ﬁ‘»‘kthe back office provider's

15.3.1. Bu get to Actual with variance and remaining balance
15.3.2. Cash flow.
15.3.3. Donations of S5 r more
15.3.4. Balance Sheet

15.4. The SBM or business office will provide the Executive Director, the Finance

Committee and/or BOCC with additional financial reports, as needed.

Loans and Lines of Credit

16.1. The Finance Committee and the BOCC will approve all loans and Lines of Credit
from third parties. In the case of a long-term loan, approval may also be required from the
charter- granting agency in accordance with the terms of the charter petition and/or
other lenders in accordance with the loan documents.

16.2. Once approved, a promissory note will be prepared and signed by the Executive

12



Director and BOCC President before funds are borrowed.
16.3. Employee loans are not allowed.

17. Property and Liability Insurance

17.1. The Executive Director shall ensure that the school retains appropriate property
and liability insurance coverage.

17.2. The Executive Director and the business office will maintain the files of insurance
policies, including an up-to-date copy of all certificates of insurance, insurance policies
and procedures, and related claim forms.

17.3. The Executive Director and the business office wil!'carefully review insurance
policies on an annual basis, prior to renewal. =

17.4. Insurance will include general liability, worker s compensatlon student accident,
professional liability, and directors’ and offlcers coverage Supplementary coverage will
cover the after-hours and weekend actr_yltr' Coverage will be in I|ne with the limits listed

in the school’s approved charter petition

18. Capital Expenditure

18.1. Capital — The term caplt 1l:shall mean equ ment W|th a useful life’ of more than one

18.2.

18.3.

mcludmg volunt ry fma AI contributions, to assist the school in achieving its goals for

19.2. The BOCC is committed to the use of good business practices and internal controls
in application to fundraisers and the use of those funds.
19.3. .Donations and fundraising receipts will be accounted for under a separately coded

account within the school accounting system.

19.4. The BOCC desires to work cooperatively with the parent community in determining
the purposes for which funds may be used to meet the changing needs of the school and
its students. The Parent Council and its affiliated class level organization is established as
the primary fundraising organization within the school.

19.5. No pupil will be denied the opportunity to participate in any school activity because
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of the inability to contribute to any fundraising campaign.

19.6. Fundraisers will align with one of the following categories:

19.6.1. Annual Giving Campaign — Designed to support across the BOCC programs or
services which support Blue Oak’s public Waldorf program; including but not limited
to high quality materials, Specialty needs, or playground equipment.

19.6.2. Classroom fundraisers — Designed to support specific classroom activities, i.e. field-
trips. Funds raised are accounted for in individual Classroom Funds.

19.6.3. Parent Council Fundraisers - Designed to support specific projects as determined by
the Parent Council. Funds raised are accounted for in the Parent Council Fund.

19.7. All fundraising activities, including online fundréfi*éer‘s must be approved of in
writing by administration. With the consent of the Executlve Director or designee, the
Parent Council or other approved school group, may use the school's name, or any logo
attributable to the school as appropriate. .

19.8. A Fundraiser Application is to be

ed out to initiate t‘hei’é‘pproval process.
19.9. The Parent Council, the BOCC, a

he Executlve Director ijdeveIop a fundraising

nditions, restrictions, or compliance
such funds, including grants or categorical

unforeseen rever alls, unexpected costs and economic uncertainties. Financial
reserves also allow the chool to save for large purchases and reduce the cost of
borrowing money.
20.2. Blue Oak Charter will maintain a fund balance reserve of at least 3% of the total
unrestricted General Fund revenues. '
It is the responsibility of the Executive Director to prioritize payments as needed. The Executive

Director has responsibility for all operations and activities related to financial management.

21. Expense Reimbursements

Employee ‘
21.1. Employees must obtain pre-approval from the Executive Director prior to

Blue Oak Charter School Fiscal Policies & Procedures March 2018

14



21.2.

21.3.

21.4.

21.5.

Volunteer

21.6.

21.7.

22. Parking Lot Liability
22.1.

22.2.

23. Tele

23.1.

23.2.

purchasing an item or service utilizing a Purchase/Check Requisition Form.

Employees will be reimbursed for approved expenditures within ten (10) days of
presentation of reimbursement request along with appropriate documentation or when
cash flow permits.

Receipts or other appropriate documentation will be required for all expenses to
be reimbursed. The employee and the Executive Director/designee must sign a Request
for Reimbursement Form.

Expenses greater than two months old will not be reimbursed.

Expense reimbursements requested by the Executlve Director must be approved by
the Chief Business Officer or Chief Executive Officer. or

All volunteers will submit a Purchase/Check eqursmon Form to the Executive
Director for all expenses prior to purchasmg any item or mcurrlng any expense.
Only items with prior written authorlzatlon from the Executlve Director will be
reimbursed upon completion of a Requé

nd proper receipts.

¥ Relmbursement Form

Parking lot related muden‘ 2s-are not co red under any insurance policy. The
school assumes no liability for dg age o cars parked in the parking lot during or after
school hours. ‘ .

The onIy e ’e ot

insurance policie

phone and Copy Mac ine Usage

Employees and volunteers will not make personal long distance calls on the
telephones without prior approval from a supervisor. Employees and volunteers will
reimburse the school for all personal telephone calls.

Employees and volunteers will not make personal copies on the school copy
machines without prior approval from a supervisor. Employees and volunteers will
reimburse the school for all personal copies at the rate of $ .10 per page.

Blue Oak Charter School Fiscal Policies & Procedures March 2018
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24. Political Contributions and Involvement
24.1. Contributing to political campaigns or making political donations may jeopardize
the Blue Oak’s nonprofit status. Blue Oak Charter will not take any position regarding any
political candidate. School officials will not make political endorsements in their official
capacity, and expenditure of charter funds for any political purpose is prohibited.
However, charter school officials are not prohibited from making endorsements privately.
24.2, Prohibited Contributions, Expenditures, and Uses of Assets and Resources
24.3. Examples of prohibited political contributions, lobbying, and expenditures that
support or oppose candidates for public office include, but are not limited to, the
following: e
24.3.1. Contributions to political parties or political actlyon committees.
24.3.2. Contributions to the campaigns of md|V|d’
24.3.3, Expendltures to prmt or aSS|st in prl

ual cahdldates for public office.
tmg any p0|Ith3| materlals

24.4,

includes such use by management, employee -
Charter school managers, emp

however, they many not act or

may not use any charter school r
24.5.
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BP 3030 - Student Fees, Deposits, and Other Charges

Policy

Blue Oak School is a free, public K- 8 Charter School. The BOCC recognizes that California law
requires that a student enrolled in a public school shall not be required to pay a pupil fee for
participation in an educational activity. This policy is adopted by the Blue Oak School BOCC with
the explicit intent to comply with AB 1575, which states that “A pupil enrolled in a school shall not
be required to pay any fee, deposit, or other charge not specifically authorized by law.”

1. Definitions

1.1. An educational activity is defined as an activity o ,eredy‘by a school, school Blue Oak
Charter, charter school or county office of“educatlon that constltutes an integral
fundamental part of elementary and sec on
curricular and extracurricular activities.

1.2. A pupil fee is defined as a fee, deposit, or cha
or guardians, including, but not limited to:

1.3. Afee charged toa pupilasac

condition for participation ina

,}déry education, mcludlng, but not limited to,

u:red to make to obtain a lock,

2.2, 00li
2.3. The School shall

sh a two-tiered educational system by requiring a minimum
educational standar

| also offering a second, higher educational standard which pupils
may only obtain through payment of a fee or purchase of additional supplies that the
School does not provide.

2.4. The School shall not offer course credit or privileges related to educational activities in
exchange for money or donations of goods or services from a pupil or a pupil’s parents or
guardians. The School shall not remove course credit or privileges related to educational
activities, or otherwise discriminate against a pupil, because the pupil’s parents or
guardians did not or will not provide money or donations of goods or services to the
School.

Blue Oak Charter School Fiscal Policies & Procedures March 2018
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3. Fundraising Activities
Participation in fundraising activities which solicit donations for the benefit of the school is
completely voluntary and will never be a requirement for participation in an educational activity.

4. Fees Authorized by Law
4.1. The prohibition on pupil fees as defined above does not prohibit imposition of a fee,
deposit, or other charge otherwise allowed by law. As a charter school, Blue Oak Charter
is subject to the prohibition on pupil fees and fewer fees authorized by law apply to
charter schools.
4.2. As a charter school, the School may, but is not reqwred to charge the following fees:
4.2.1. Transportation — Fees for transportation to. and from school, as long as:
4.2.2. The fee does not exceed the statewide averk ge‘non subsidized cost per pupil;
4.2.3. There is a waiver provision based on fir v
4.2.4. Fees are not charged to pupils with di

ncial need and

bilities whose Ir,)dkly‘i\dual Education Program
(IEP) includes transportation as a ‘Fe‘latﬂed service necessary\féi‘ them to receive a free,
appropriate public education. (EC Sectioi 39807 b), (d), and (f))::‘

4.3. Charges for food served to pupi 1d red

V to Blue Oak School BOCC Policy 6090 Uniform Complaint
Policy. This poli id formal process for expression and resolution of complaints.

5.3. If, during the complaint.
Uniform Complam Poli
merit, the Charter Schbol shall reimburse the fee or charge to all affected pupils, parents,
or guardians.
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BP 3040 - Travel Expense and Reimbursement Policy

Policy

Blue Oak Charter School recognizes that school employees may incur expenses in the course of
performing their assigned duties and responsibilities. To ensure the prudent use of public
funds, the Executive Director shall authorize payment for actual and necessary travel expenses
in accordance with the adopted budget and upon determining that the travel is necessary to
attend a conference or other staff development opportunityt that will enhance employee
performance, and/or is otherwise necessary to the perfor nqe of the employee's duties. Blue
Oak Charter School assumes no responsibility for p?"s-i,ﬁ? au o\:r';;’j_gbiles used for business.

Procedures

1. Approval & Claims

1.1. An employee shall obtain approval from the Executive D|rector orde
traveling.

ignee prior to

ack of documentation or inappropriate
personally responsible for any improper costs
inc :

2.1. Reimburse
by receipts.
2.2. Reimbursable travel e penses may include, but are not limited to, costs of
transportation, parking fees, bridge or road tolls, and lodging when Blue Oak Charter
business reasonably requires an overnight stay, registration fees for seminars and

conferences, and other necessary incidental expenses.

Mileage Reimbursement
2.2.1. Employees will be reimbursed for mileage when pre-approved by an Executive
Director.
2.2.2. Reimbursement will be based on the standard mileage rate as authorized by the

Blue Oak Charter School Fiscal Policies & Procedures March 2018
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Internal Revenue Service in effect at the time of travel for the distance traveled,
less the distance from the employee’s residence to the school site for each
direction traveled. '

For incidental travel, mileage will only be reimbursed if the one-way mileage
exceeds 10 miles. _

2.2.3. Vehicles should be shared whenever possible to minimize travel costs. No
employee shall be entitled to reimbursement for automobile travel when he/she is
transported free of charge or by another employee who is entitled to the expense
reimbursement. r

2.2.4. The Blue Oak Charter shall not reimburse rsonal travel expenses including, but
not limited to, alcohol, entertainment, laundry, in-
bar, expenses of any family member wh‘ok:'\i‘gaccomﬁémyi;pg the employee on Blue

room telephone, in-room honor

use of an automobile, and personal losses

Oak Charter-related business, per
n Blue Oak Charter busi

or traffic violation fees incurred wh

Meal Reimbursement
2.2.5. Employees may choose
training or conducting

Director
2.2.7. Adetaile

food, bevera
by the restaurant, the gratuity should not exceed 18% of total pre-tax cost of meal.

-must be provided with the expense claim showing the cost of
nd gratuity for each meal claimed. Unless automatically assessed

Overnight Stays
2.2.8. Employees will be reimbursed for overnight stays at hotels/motels when pre-
approved by an Executive Director and the event is more than 100 miles from
either the employee’s residence or the school site.
2.2.9. Lodging arrangements should be based on convenience, and rates should be
negotiated at the lowest level possible, including the corporate, nonprofit or
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government rate if offered.

2.2.10. If an employee is accompanied by a non-employee such as a family member or
friend and as a result incurs additional costs, those additional costs are the
responsibility of the employee.

Travel Advances

2.2.11. Travel advances are discouraged but if deemed necessary, a travel advance
requires written approval from the Executive Director via a formal check request.

2.2.12. Travel advances require receipts for all advanced funds.

2.2.13. After the trip, the employee must enter all of the appropriate information on an
expense Reimbursement Claim and submit it ' ) the Executive Director for approval
and then on to the business office for pro"EeSSIng

2.2.14. If the advance exceeds the amount ¢ ff‘the recelpts the employee will pay the

difference immediately in the form

accordance with the e :

Air Travel .

2.2.21. Hotel bil the employee will not be reimbursed until after the stay.
2.2.22. A brochure or flyer describing the reason for hotel stay must be submitted with
the travel claim.

2.2.23. Finalized biil must include hotel occupant’s name, dates of stay and method of
payment.
Taxi, Bus Shuttle Service, Parking, Tolls
2.2.24. Original receipts must be submitted.
2.2.25. If receipts cannot be obtained for these services, employee must document on
paper the type of service, location, date and amount of expense.
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RENTAL CARS
2.2.26. Car rental and fuel is allowable for out-of-Blue Oak Charter travel. Rental must
be pre-approved by the Executive Director. No mileage reimbursement allowed.

3. Excluded Expenses
3.1. Excluded expenses include but are not limited to alcohol, entertainment, video rentals
and laundry service.
3.2. Employees should request separate checks for alcohol and for expenses incurred by any
individual they are accompanied by who is not employed by the School.
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