
Traveler Procedures 

Before the Trip: 

 Complete an Out of Town Trip Sheet 2019-2020 at least 7 days prior to the trip. 

 Submit an electronic request (Eduphoria) for the use of a District owned vehicle. 

 Submit a copy of the hotel reservation confirmation and event registration with schedule of 

events, if applicable, with a PO request (Card Services). 

 Submit the Pre-Travel Request Form - Staff for meal money with a PO request (FSB). 

 Submit a separate request for each vendor.  For example, Card Services for hotel, parking, etc. 

FSB for meal money, Traveler’s name for mileage reimbursement (only if District owned vehicle 

is not available). 

During the Trip: 

 Lodging costs shall be paid with a district-issued credit card on site at the time of check in.  

Please present the Hotel Occupancy Tax Exemption form with the credit card.   

 Please remember to use the Sales Tax Exemption form for any other preapproved purchase. 

 If paying with the school credit card, tips for meals shall be allowed only with local funds (Fund 

199), not to exceed 15% of the meal expense.  Be sure to show the district’s Sales and Use Tax 

Exemption form. 

After the Trip: 

 Return all travel receipts to the business office (hotel, gas, parking, etc.) 

 Submit any requests for reimbursements for travel expenditures that could not be made with 

the credit card or were unanticipated.  A check will be issued to the traveler after review and 

approval.   

Transportation – Mileage 

 Staff travelers should use a district-owned vehicle for all trips.  A request for a vehicle should be 

submitted electronically in Eduphoria.  If a district-owned vehicle is not available for the travel 

event, the traveler shall be authorized to use their personal vehicle and request mileage 

reimbursement.    

 Please remember to write down your miles and purpose of the trip on the mileage log provided 

in each vehicle.  

 Travelers who are required to drive their own vehicles will be reimbursed at the current mileage 

rate of $.58 per mile.   

 The District uses Google mapping system to document mileage reimbursement.  A Google map 

printout with the mileage from the point of origin (home or district address) to the point of 

destination shall be printed and attached to the Pre-Travel Reimbursement Request.  Traveler 

may request reimbursement after the trip.   

 Travelers who drive the district-owned vehicles will be issued a Wex gas card (assigned by 

vehicle) and a PIN card for all fuel purchases, if applicable.  

 Travelers shall be required to submit fuel receipts for the travel in a district-owned vehicle.  

  Travelers shall not be required to submit any fuel receipts for travel in a personal vehicle.   



 

 

Student Travel 

 Hotel reservations should follow same procedures as Staff travel. 

 Submit the Student Meals List Form to support the number of meals requested for co-curricular 

or extra-curricular events.   

 Submit Meal Money Request form – Students with PO request (FSB). 

 

 

 


