
VIII. TRAVEL 
 
TRAVEL OVERVIEW   
 
Travel expenses are the ordinary and necessary expenses of traveling away from home for 
work. The IRS defines traveling away from home if your duties require you to be away from the 
general area of your place of work substantially longer than an ordinary day's work, and you 
need to get sleep or rest to meet the demands of your work while away.  
 
All employee travel must be pre-approved by campus administration, regardless of whether or 
not an advance is desired.  An employee requesting travel and subsistence must fill out a travel 
request form and submit to the Purchasing Department three weeks prior to travel.    
 
PRE-TRIP PROCEDURES  
 
Since planning is crucial to any trip and time is of the essence, please complete a Travel 
Request Form at least 21 calendar days prior to travel and receive necessary approvals.   
 
- Registration: A registration form must be attached to the travel form. It is the responsibility 

of the employee to make sure they are registered on time.  
  
- Lodging:  School districts are exempt from Texas state sales tax on lodging but are not 

exempt from city taxes or other taxes imposed for lodging.  Please use the attached 
schedule for lodging rates. 

 
- Reservations – The employee is responsible for making reservations.  The reservation 

confirmation form must be included on the travel request form.  Request the state rate for 
government entities when making reservations.  

 
AFTER TRIP PROCEDURES 
 
Since mileage, per diem, parking and taxi fares will no longer be issued prior to the travel, it is 
crucial that the employee submit requisition in skyward and submit mapquest, receipts for other 
expenses, and a copy of the approved travel request form (see appendix) five days after the 
travel for payment. 
 
MILEAGE 
 
Travelers are required to calculate mileage by using an electronic mapping source 
(www.Mapquest.com). The traveler must print out the driving directions provided by the site 
and attach them to the travel request form. 
 
Travelers are required to select the shortest and most economical route but may justify the 
selection of another route if it was chosen for safety reasons and specific justification of the 
selection is given.  
 
As per Texas State Comptroller's website. (Effective January 1, 2016) 
Mileage reimbursement rate is 54 cents per mile. 
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MEALS  
 
The following maximum meal and lodging reimbursement rates apply to in-state and out-of-state travel.  
 
- If local policy restricts travel, per diem, and other travel expenses to a rate less than state law, the 

applicant must budget and request reimbursement from the grant at the lesser rate.  
 
- Travel allowances, in which the per diem is paid to the employee regardless of the amount actually 

expended, are not allowable. 
 
- Meals will not be reimbursed for travel that does not include an overnight stay. 
 
- Meals will be reimbursed for actual expenses up to the local policy per diem rate allowed. 
 
Per diem rates. 
Breakfast Lunch Dinner Total 
$7  $13  $20  $40 
 
LODGING  
 
As per Texas State Comptroller's website: www.gsa.gov/portal/content/104877 
 
Hotel and county taxes are not included in the maximum amount. 
 
PARKING & TAXI FARES 
 
Parking fees are not advanced prior to the trip.  Valet parking is not allowed.  Parking fees will 
be reimbursed with original ticket only if it is for the official business of the meeting, conference 
or workshop. 
 
TRAVEL DOCUMENTATION 
 
Travel costs must be properly documented to be reimbursable. The employee must document 
travel costs with a travel request form. Auditable documentation must include the following at a 
minimum:  
 
- Name of the individual requesting travel reimbursement  
 
- Destination and purpose of the trip,  
 
- Dates of travel  
 
- Electronic mapping source (not to exceed reimbursement at the maximum allowable 
rate)  
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- Actual amount expended on lodging per day, with a receipt attached (may not exceed 
 the maximum allowable)  
 
- Actual amount expended on meals per day (may not exceed the maximum allowable; 
 tips and gratuities are not reimbursable)  
 
- Actual amount expended on public transportation, such as taxis and shuttles  
 
- Actual amount expended on a rental car, with a receipt attached and justification for why 

a rental car was necessary and how it was more cost effective than alternate 
transportation; receipts for any gasoline purchased for the rental car must be attached 
(mileage is not reimbursed for a rental car—only the cost of gasoline is reimbursed)  

 
- Actual amount expended on incidentals, such as hotel taxes, copying of materials, and 
 other costs associated with the travel  
 
- Total amount reimbursed to the employee  
 
Travel costs that are not supported by proper documentation as described above are not 
allowable to be charged to TEA grants and are subject to disallowance by state and federal 
auditors and monitors. 
 
UNALLOWABLE EXPENSES 
 
The following travel expenses are not allowable:  
 
- First-class air fare    
 
- Tips or gratuities of any kind   
 
- Alcoholic beverages 
 
- Entertainment & recreation  
 
- Any expense for other persons  
   
Travel costs not supported by proper documentation are not allowable to be charged to TEA 
grants and are subject to disallowance by state and federal auditors and monitors. 
  
District vehicles:  
 
- Smoking is prohibited while using a district vehicle  
 
- No personal errands in a district vehicle  
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- Remember that you are representing Sharyland I.S.D.  
 
- All traffic citations in district vehicles are the responsibility of the driver  
 
All receipts must be turned into the account payable department within five days of completion 
of travel.  If receipts are not submitted, or travel is not verified and reconciled, the traveler will 
be responsible for reimbursement for all expenses previously paid by the district.  
 
STUDENT TRAVEL   
 
All student travel must be preapproved by campus administration, regardless of whether or not 
an advance is desired. An employee requesting student travel and subsistence must fill out a 
Student Travel form and submit to the Purchasing Department two weeks prior to travel.  
 
Registration: A registration form or certificate of attendance must be attached to the payment 
form. It is the responsibility of the sponsor to make sure the group is registered on time.  
 
Lodging: For those students participating in an extracurricular activity requiring an overnight 
stay, the maximum standard/hotel/meal allowance will be in effect. Students should be grouped 
according to gender and have no more than 4 students per room. School districts are exempt 
from Texas state sales tax on lodging but are not exempt from city taxes or other taxes 
imposed for lodging. The sponsor is responsible for making reservations. When making 
reservations, please advise the hotel that you are eligible for the STATE RATE. Sponsors 
should negotiate the best rate possible for each stay.  
 
Meals: The district may provide meals or meal money for students and sponsors participating 
in school-sponsored activities. Meal costs will be advanced to the sponsor. A list of student and 
sponsor names must be attached to the Student Travel form.  Receipts or a signed roster are 
required to substantiate meals after the travel.  Any unused funds must be returned to 
the business office within 3 days of the event. The meal rate for student travel is $7.00 per 
meal at district level and $8.00 per meal for regional or state level.  Any extra meal money 
requested above the rate must be from the student activity fund.  To determine if certain meals 
are eligible, please refer to the criteria below:  
 
Departure:  
Breakfast   $7.00 – leave before 6:00 a.m.   
Lunch   $6.50 – leave before 11:00 a.m. and return after 5:00 p.m.  
Dinner   $6.50 – arrive back to Roma after 8:00 p.m.  
 
All student travel must be pre-approved by campus administration, regardless of whether or 
not an advance is desired. An employee requesting student travel and subsistence must fill out 
a travel request form and submit to the Purchasing Department three weeks prior to travel.   
 
Registration, Lodging and district vehicles are same as employee travel.  
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NO private vehicle or 15 passenger vans should be used to transport students.  The 
correctly completed form must be submitted at least three weeks prior to the actual date of 
travel to allow the accounts payable department to prepare checks. Forms not completely and 
correctly prepared will be returned to the sponsor without action. All approvals must be 
obtained and submitted with the form prior to processing.  
  
REIMBURSEMENT FOR TRAVEL NOT TAKEN 
 
If an employee is not able to attend scheduled travel, the employee is responsible for canceling 
reservations prior to the time an actual expense is incurred. The district will not reimburse 
employees for out of pocket travel expenses, unless the travel is cancelled at the direction of 
the Superintendent due to the needs of the district. In such an instance, the district will only 
reimburse charges incurred and previously paid by the employee. For example, the district will 
reimburse lodging expenses if the Superintendent made the decision for an employee not to 
attend; and it was too late to cancel a lodging reservation without incurring an expense. An 
employee unable to attend travel for personal reasons is personally responsible for any 
expenses previously paid by the district.   

  
 


