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Upper Dublin Public Library 

Memorandum 
 
 

To:  Library Staff 
 

From:  Cherilyn Fiory, Director 
 

Date:  April 9, 2007 
 

Re: Travel Reimbursement 

  
 
 
It is my belief that training and continuing education are essential for improved job performance. Each of 
you is responsible for seeking out learning opportunities that will help you improve in your respective 
library positions.  
 
If an offsite workshop is deemed beneficial to an employee’s position and attendance is approved by the 
director, travel using a personal vehicle will be reimbursed (unless otherwise informed). When several 
employees are attending the same event, I encourage carpooling whenever possible. In these cases, only 
vehicle owners will be reimbursed.  
 
Travel reimbursement is meant to cover vehicle transportation and operating costs (gasoline, insurance, 
and vehicle depreciation, i.e. wear and tear) above what employees have accepted as part of their commute 
to the library. Therefore, it will be calculated as the difference between the mileage to and from the 
workshop and the employee’s expected round trip commute to work. If you attend a mid-day workshop, 
starting and ending your day at the library, your travel to the workshop would be covered. On the other 
hand, if you attend a full-day workshop that is a shorter distance from your home than your commute to 
work and you do not come to the library at all, you are not eligible for reimbursement. The same goes for 
workshops that are at locations that are essentially on your way to work. Although the director will 
monitor these expenses, employees are trusted to calculate truthfully their own mileage for 
reimbursement. 
 
To be reimbursed after travel, employees must submit an Upper Dublin Township mileage reimbursement 
form to the director for approval. The employee then makes a copy of the form. The original is taken to 
township administration for petty cash reimbursement; the copy is put in Katherine’s inbox.  
 
Employees will be reimbursed at the rate set by the township (currently $.40/mile).  
  
Conference or workshop attendance that requires extensive travel (by car, bus, train, airplane), overnight 
stays, meals, etc. will be handled on a case-by-case basis and require approval from the library director 
and township management.  
 
If you have any questions about whether or not your travel will be reimbursed or how to calculate it, 
please ask the director before the event. 
 


