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Travel that is an extension of an employee’s job or assigned duties requires
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standard of securing the most economical cost of travel and are to follow the same
reimbursement procedures.

b)  Travel to attend conferences:

Attendance at conferences, meetings, seminars, or training sessions where the
topic is of critical interest to the Board, representation at the conference is in the
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development.

Travel to attend conferences, meetings, seminars, or training sessions must be
approved by the employee’s principal and/or department head.

B. Travel Approval Procedure

1. Completed Requests for Approval must be submitted to with the principal or department
head's for approval signature-must-be-submitted-to at least eight four weeks before the date

of the conference or meeting in accordance with the Collective Bargaining Agreement
between the Board of Education of the City of Chicago and Chicago Teachers Union, Local 1
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E. Lodging

1. Reimbursement will be for the cost of a standard single room rate only, unless a
government, corporate, or conference discounted rate is available.
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3. Hotel lodging in the City of Chicago proper will not be reimbursed.

4. Hotel lodging in the Chicago Metropolitan area (Cook, DuPage, Will, McHenry, Kane and
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5. Original, detailed receipts are required.
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B.  Personal Car Usage

1. Reimbursement will be for the “per mile” rate set by the Internal Revenue Service. “Per mile”
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2. 3:- Reimbursement shall be for mileage accumulated between Central/Area Office and field
site or between field site and Central/Area Office. Travel from home to the first destination of the
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It is the general practice of the Chicago Public Schools to support and enhance all educational
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Approyed for Consideratig

Chief Administrative Officer

Noted:
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Pedro Martinez
Chief Fiscal Officer

Respectfully Submitted:
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Ron Huberman
Chief Executive Officer

Approved as to Legal Form:

Patrigk Rocks
Genefal Counsel






