
 
TO:  Employees Who Will Be Traveling Out-of-District 
 
FROM:  Greg Perry 
 
SUBJECT: Travel Procedures 
 
 
Before any travel expenses are incurred, the proper forms should be completed and submitted in order to obtain 
the necessary approvals. 
 
The “Request for Out-of-District Trip” (Before Trip) form should be completed showing all estimated expenses.  
If the employee wishes to request money prior to the trip, that amount should be shown on this form.  The form 
must be signed by the employee, and approved by the supervisor, assistant superintendent, and superintendent 
before the travel can take place.  Therefore, this form should be submitted well in advance of the expected trip. 
 
On the first working day after you return from the trip, you need to complete the “Out-of-District Travel Expense 
Statement” (After Trip).  This form must have all of the necessary receipts attached and must be signed by the 
employee.  It should then be submitted to the supervisor for approval and forwarded to the assistant 
superintendent. 
 
General Travel Guidelines: 

• A note about receipts – Receipts should be final and should be itemized.  When you check into a hotel 
and give them $100 cash, and they give you a cash receipt for $100, that is not an acceptable receipt.  
Make sure that you get the final receipt, when you check out of the hotel, which shows the itemized 
room costs for each night.  You must have receipts for everything except mileage and meals; 
therefore, make sure that you get receipts for parking, taxi rides, etc. 

 
• Make sure that you give the hotel a Hotel Tax Exempt form for state tax.  The district cannot pay 

state tax but can pay city and county taxes.  Your campus/department secretary should have copies of 
this form. 

 
• If more than one employee is making the trip, all expenses should be shared at a rate of two 

employees (same sex) per hotel room and four employees per vehicle.   
Examples:  

 If two female employees attend a conference, the district will only pay for one hotel room and 
mileage for one vehicle.  If these two employees decide to each drive a vehicle and each have 
a hotel room, they would each have to personally pay for the other half of their expenses.   

 If three male employees attend a conference, the district will pay for two hotel rooms and 
mileage for one vehicle. 

 If a male and a female employee attend a conference, the district will pay for two hotel rooms 
and mileage for one vehicle. 

 
• Your campus/department secretary can provide you with the district’s travel allowances for the 

current school year. 
 

• Your travel forms (both before and after) must have the date and time of departure and arrival back 
home.  This is used to determine the number of meals for which you are eligible.  To be eligible for a 
breakfast, travel must begin before 7:00 a.m. or include an overnight stay from the previous night.  To 
be eligible for a dinner, travel must end after 7:00 p.m. or include an overnight stay for that night. 

 
 
 
 
 



• The district does not pay for meals when no overnight stay is involved in the travel unless 1) the 
employee is accompanying students on the trip and the district is paying for the students’ meals, or 2) 
the employee attends a workshop or professional organization meeting where a meal is served as part 
of the workshop or meeting. 

 
• Mileage reimbursement claims for travel outside of the Region V area must be based on the Texas 

Mileage Guide from the Texas State Comptroller’s website 
(www.window.state.tx.us/comptrol/texastra.html) at the district established rate per mile. 

 
• District funds should not be used to pay for alcohol. 

 
• Your travel forms may be reviewed by the district’s auditors, and you may be contacted for answers 

to any questions the auditors may have. 
 
Please contact me at gperry@lcmcisd.org or 883-2232 x 2450 if you have any travel questions. 
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