
HAWN MEMORIAL LIBRARY 

Education and Mileage Policy 

 

The Board of Trustees recognizes that a well-trained and educated staff is essential to the 

provision of quality library service. 

1. The Hawn Memorial Library recognizes that staff members must occasionally travel to 

conduct official business and to attend professional meetings, conferences and 

workshops.  The Board of Trustees or the Board president shall authorize attendance in 

accordance with scheduling needs and budget. 

2. Budget funds permitting, the Board of Trustees may authorize actual travel expenses at 

a mileage rate to conform to Internal Revenue Service’s mileage allowances and 

including reasonable expenses for meals, lodging and other expenses if necessary for 

staff and Board Members. 

3. The employee completes and submits the Education and Mileage Request Form as soon 

as possible to the Director or Board President. 
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