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Meal Reimbursement Guidelines 

 

 

 

When reimbursing employees for meals the following guidelines will apply: 

 

Receipts from restaurants and hotels must include the details of the food items purchased 

and must be reasonable.  If a meal is charged to a hotel room, a detailed receipt indicating 

what food items were ordered is required.  A credit card receipt or restaurant check stub 

that indicates only the total amount paid will NOT be accepted as proof of payment.  

Employees may only turn in receipts for their own meals.  The District will not reimburse 

for alcohol purchases.  Reimbursement will be made only for meals not included with the 

conference registration.  Only reasonable tips will be reimbursed not to exceed 15% of 

the food total.  Reimbursements will be made at the following rates (maximum rates 

include tax and tips): 

 

Breakfast   $6.00 maximum will be reimbursed for breakfast when the employee has 

     attended an overnight conference/meeting. 

 

Lunch   $8.00 maximum will be reimbursed for lunch when the employee is  

     away from the school during lunch time.   

 

Dinner  $12.00 maximum will be reimbursed for dinner when the employee is  

     required to be away from home after 7:00 p.m. 

 

Amounts submitted in excess of the above rates are the responsibility of the employee. 
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