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It shall be the policy of the Educational Service Unit to reimburse at the State Rate established by the Department of Administrative Services.  The following shall apply:

Employees shall be reimbursed for the use of privately owned vehicles while engaged in ESU 2 business. 

Mileage will be paid from point of departure to designated schools or work areas.  The ESU Administrator or designee shall determine the point of departure and designated schools or work areas.
Staff members whose point of departure is the ESU office shall not claim mileage reimbursement for travel from home to the main office and back home.  Employees shall not normally be reimbursed for mileage to and from administratively called staff meetings held at the ESU office.

Staff members shall submit claims for mileage reimbursement on forms provided by the ESU and follow ESU procedures.

Because of the infinite variations in staff travel, the Administrator or designee is authorized to make temporary allowances to this policy should the policy not adequately and fairly cover exceptions which could arise.
Because ESU activities are extended to a broad geographical area surrounding Fremont, the location of the ESU 2 office, it shall be the policy of ESU 2 to whenever possible secure staff residing in localities outside Fremont, and in or near the schools such staff will be serving.  
All necessary travel to the designated starting site shall be the responsibility of the employee.  Travel from the designated starting site to ESU 2 for assigned activities would be eligible for mileage reimbursement.

All mileage is subject to final approval by the Administrator. 
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