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Travel and Expense Policy for Trustees And Fund Staff  

TRUSTEES’ MEETINGS 

A Trustee shall be entitled to receive a per diem allowance of $25 as reimbursement for 

expenses (e.g. mileage from work/home, public transit, etc.) incurred in attending a Trustees’ 

meeting. Trustees will also be reimbursed for all reasonable out-of-pocket expenses greater 

than $25 affiliated with attending a Trustees’ meeting, upon submission of itemized expenses. 

“ T r u s t e e s ’ m e e t i n g ” includes regular, special, and committee meetings, and any 

other scheduled meeting at which the Trustee is conducting Fund business. 

Trustees will also be reimbursed for parking, or provided a parking voucher, for attending a 

Trustees’ meeting or event. For purposes of this Rule, a “Trustees’ event” is any Fund event, other 

than a Trustees’ meeting, at which the Trustee is conducting Fund business. 

BUSINESS EXPENSES 

All reasonable expenses incurred by the Trustees or Fund staff incurred while engaging in Fund 

business are reimbursable to the extent they are supported by original receipts, electronic receipts, 

or credit card statements. In the absence of a receipt, when appropriate, the Fund may accept an 

affidavit of expense. 

The Fund may distribute credit cards to Trustees and staff for the sole purpose of travel and Fund 

business. Fund credit cards will be subject to Board Rule(s) governing the distribution and use of 

Fund credit cards. 

TRAVEL 

Whenever possible, all travel by Trustees related to Fund business should be booked by Fund 

staff. A Trustee may reserve and pay for airline tickets and be reimbursed in accordance with 

this Policy and Appendix A. Whenever possible, Trustees: shall make reservations at least two 

weeks in advance of the first day of travel; shall make reservations directly with the airline to 

avoid issues with refunds, rather than booking through brokers such as Expedia or Priceline; and 

may consult in advance with Fund staff about any particular price for an airline ticket as 

reimbursement will be determined by the terms of this Policy and Appendix A. Upon request of 

the Trustee, Fund staff will make conference and hotel reservations, but Trustees may pay for 

any hotel expenses at the time of check-out and will be reimbursed in accordance with this 

Policy. 
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All travel related to Fund business by employees shall be booked by the employee or Fund 
administrative staff in accordance with this Policy and Appendix A. Whenever possible, all travel 
shall be booked at least two weeks in advance of the first date of travel. Any such deviations from the 
two-week advance notice period must be approved by the Executive Director or Deputy Executive 
Director, and will be reported to the Board at its next regular meeting. Trustees’ and employees’ 
requests regarding travel arrangements to be made by Fund staff (e.g. travel times, carriers, 
accommodations, etc.) shall be given due consideration, but must be balanced against any additional 
cost(s) to the Fund. 

I. EDUCATIONAL SEMINARS AND CONFERENCES 

Trustees may attend up to three (3) pre-approved educational seminars per fiscal year, which must 

be held in the United States, its territories, Canada, or Mexico. Fund staff may attend the number of 

educational seminars allowed within the budget adopted by the Board and authorized by the 

appropriate supervisor, if applicable. No unused seminars may be carried forward to the following 

fiscal year. However, the Board may approve attendance for educational seminars in excess of the 

three pre-approved seminars, on a case by case basis.   

Trustees may attend local education seminars, which shall not count toward the three (3) pre-

approved educational seminars per fiscal year. “Local”, for purposes of this Section, shall mean any 

location within one-hundred fifty (150) miles of downtown Chicago. Trustees who attend local 

educational seminars shall be reimbursed for the actual and reasonable expenses substantiated by 

receipts, not to exceed $55. The Fund shall pay up to $250 per Trustee in registration fees for local 

or online educational seminars. 

Any expenses related to pre-approved educational seminars must be approved by a majority of the 

Trustees prior to the travel to the educational seminar. The Fund will reimburse Chicago Public 

Schools for the cost of a substitute teacher for any Teacher Trustee’s attendance 

at any authorized educational seminar. For the avoidance of doubt, reasonable expenses related to 

travel shall include amounts incurred for lodging, transportation, meals, and other attendant 

expenses, but shall not include alcohol or entertainment related expenses. 

II. TRANSPORTATION COSTS 

The cost for airline, rail, taxi or other ground transportation must be accounted for separately, 

showing the amounts spent for each trip, and receipts must be presented to the Fund to qualify for 

reimbursement. 

a. Airline and Rail Cost: The Fund will pay for or reimburse the actual cost for “Economy 

Plus” or equivalent (see Appendix A) airline and rail tickets. The Fund

will reimburse the actual cost of baggage for no more than two bags per trip, provided 

that such expense is substantiated by a receipt. The traveler shall be responsible for any 

change fees, unless such fees are caused by circumstances beyond the traveler’s 
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control, or cost associated with class upgrades above “Economy Plus”, or for advance or 

preferred boarding, except as noted in Appendix A. No employee shall be reimbursed for 

any ticket in excess of $1,000 unless approved by the Executive Director prior to 

purchase of the ticket. 

b. Ground Transportation: 

i. Taxis - The standard cab fare will be reimbursed. The traveler has the option 

of selecting a ride-share, limousine, public transit, or other ground 

transportation options if the cost is the same or less than cab fare or if the 

traveler will pay from his/her pocket the amount over which a taxi would 

normally cost. 

ii. Personal car - If the traveler chooses to drive to a destination, and such 

destination is within 500 miles of the Fund office, the use of a private 

automobile shall be reimbursed at the rate per mile specified by IRS 

guidelines but in no event shall the reimbursement exceed the cost of coach 

airfare based on a two- week advance purchase. The traveler has the option of 

using their personal car to and from the airport if the expenses (round-trip 

mileage plus parking and toll expenses) are equal to or less than the amount a 

taxi would charge for a round trip, or if the traveler will pay from his/her 

pocket the amount over which a taxi would normally cost. 

iii. Rental car - Absent extraordinary circumstances, the Fund will not pay for a 

rental car. However, if traveling to a destination where other means of ground 

transportation are unavailable, unduly expensive, or otherwise impracticable, the 

Fund shall reimburse the cost of an intermediate or standard rental car, provided 

that such vehicle is used exclusively for Fund related travel. 

For the avoidance of doubt, the Fund shall not be liable for any accident, injury, or expense 

related to the use of a personal or rental vehicle in connection with Fund related travel. 

III. SUBSISTENCE COSTS 

These costs include the following and which are payable for the days of the educational seminar, 

plus the day before and the day after the approved conference days: 

a. Meals: The actual costs of meals and a gratuity are reimbursable to the extent that the 

costs are necessary and reasonable. A receipt that includes location, date, time and 

amount must be included as proof of these expenses. The receipt should be either a copy 

of the charge slip, if charged to a credit card or hotel room, or an itemized cash receipt 

from a register, if paid by cash.

b. Phone Calls: All phone calls that are directly related to Fund business will be

reimbursed at the rate charged. 
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c. Internet/ Wi-Fi Charges: Hotel or airline internet usage charges shall be reimbursed to 

the extent that such expenses are directly related to Fund business.

d. Taxi: The cost of a taxi is reimbursable to the extent the costs are necessary and 

reasonable to attend an event related to Fund business.

e. Miscellaneous: Costs for out of pocket expenses, such as gratuity for housekeeping or 

valet, are examples of miscellaneous expenses. Such miscellaneous expenses shall be 

reimbursed up to $20 per day, provided that the traveler must submit a written and 

itemized claim in the expense report.

Generally, the Fund will provide a reimbursement up to $100 per day for the number of days the 

individual will be traveling on Fund business. The “allowable” reimbursement will be based 

upon the approved costs incurred for the “overall” period, rather than for each day separately, 

provided the individual expends the allotted funds in accordance with this Policy. Travel shall be 

limited to one day prior and one day after the Fund business related event; provided, however, 

the traveler may book transportation in advance or after such dates at no additional cost to the 

Fund, and such traveler will be responsible for all expenses incurred for subsistence and lodging 

during such additional days. 

The Fund will not issue any cash advances. 

In order to receive reimbursement, all individuals must submit an expense report within 60 days of 

the last travel date and provide original receipts (except for miscellaneous expenses up to $20 per 

day) for all expenses claimed. 

IV. LODGING 

If the Trustee or staff member is attending a conference or seminar at a hotel, the allowable daily 

lodging rate is payable for the days of the educational seminar, plus the day before and the day after 

the approved conference days at the standard rates where the conference/seminar is being held. If 

that particular hotel is not available, then the allowable rate would be a comparable rate for a hotel 

in the vicinity of the conference site. 

If the Trustee or staff member is attending a non-conference event for Fund related business, then 

the allowable rate for lodging would be the lowest available rate for a hotel room at the site closest 

to where the business will take place, provided that the closest lodging is in a reasonably safe 

location and is at least a three-star hotel, and such lodging is payable for the day of the meeting as 

well and the day before and after, as is necessary based on the transportation schedule. 

V. CANCELLATIONS AND CHANGES 

Charges incurred for cancellations or changes in travel arrangements are the personal 
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responsibility of the traveler except in cases of unavoidable circumstances, including but not 

limited to, illness, injury, a conflict with job responsibilities, cancellation by a supervisor, or a 

force majeure event. For the avoidance of doubt, convenience or personal preference shall not be 

considered an “unavoidable circumstance.” 

VI. PROCEDURES 

The Executive Director shall have the authority to implement procedures consistent with this 

Travel and Expense Policy for Trustees and Staff. 

APPENDIX A 

Airline Class/Seat Upgrade Option 

United Airlines Economy Plus Essentials 

American Airlines Main Cabin Extra 

Delta Airlines Main Cabin *With Preferred Seating Option 

Southwest Airlines Wanna Get Away *With Early Bird Check-In 

Virgin America Main Cabin *No Upgrade Option 

JetBlue Blue Flex *With Even More Seat Option 

Alaska Airlines Main Cabin *Seats with More Legroom Option

Spirit Airlines Big Front Seat Option 

Frontier Airlines Stretch Option Seating 

Amtrak Reserved Coach or Business Class 
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