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Pineywoods Community Academy 

Travel Guidelines 
 

 

Travel Philosophy 
 

 The School Board and the Administration believe attendance at appropriate professional 

meetings and membership in sponsoring organizations can enhance the value of the individual to 

the school system. 

 It is the desire and intent of PCA to establish rules and procedures that will encourage 

and promote adequate travel of employees to maintain a position of leadership while recognizing 

the limitations of available financial resources. 

 Employees on trips for workshops/conferences for which PCA pays expenses are 

expected to attend all sessions.  Employees are encouraged to select hotel/motel accommodations 

recognizing the financial constraints and, when appropriate, share room accommodations.  The 

director, principal, or department administrator will determine the appropriate meetings for 

budget expenditures.  Signatures of approval from the appropriate supervisor shall be secured by 

employees for all trips on the appropriate form(s). 

 

General Guidelines 
 

The following general guidelines shall apply: 

 

1. All professional travel shall be contingent on fund availability and school priorities.  

There may be years when travel funds are not budgeted and others where only partial 

funding is available. 

2. All professional travel requires request for approval at least 14 business days in advance 

of departure.  Occasionally it will be impossible to provide two weeks advance notice.  In 

these cases, the Director of Schools’ approval must be secured. 

3. Every effort should be made to keep the number of days absent from the classroom or 

regular duty assignment due to travel by any one employee to a minimum. 

4. When the source of the reimbursement is a federally funded program, reimbursement for 

lodging and meals is limited to the amount currently authorized by the TEA. 

5. Travel expenses may not be paid from one source and that source be reimbursed from 

another.  (Ex:  paid from an activity fund and reimbursement requested directly from the 

general fund budget.) 

6. All out of state travel must be pre-approved by both the immediate supervisor and the 

Director of Schools. 

7. Cost of travel by school board members will be reimbursed using the same criteria as 

PCA employees. 

8. All personal expenses incurred while traveling (ex: personal telephone calls, movies, 

laundry services, etc.) are the responsibility of the employee and are to be paid by the 

employee at the time of checkout from the hotel. 

9. The Director of Schools must approve any exceptions to the above guidelines. 
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Travel Request Completion 
 

 A travel request should be completed if you are attending a conference that requires a 

registration fee to be paid, or the trip is costing $200 or more, or you are staying overnight. 

 

 When the travel request is turned in, please submit the travel request and a copy of the 

registration form.  Please make sure that the registration form is filled out and ready to be sent in 

with the check. An agenda of the conference is required with the exception of Region VII or 

Region V workshops. Please make sure this agenda includes conference hotels if applicable. 

Also, when two or more employees from your campus or department are going to the same 

conference, please submit all the travel requests for this conference at the same time. Each 

employee traveling must fill out a separate request. 

 

 The travel request should be signed by the employee, the principal or director and then 

sent to the Business Office.  If federal funds are being used send travel request to Director of 

Federal Programs first instead of the Business Office. 

  

When the appropriate approvals are made, then an approved copy of this travel request 

will be sent to the approving principal or director.  This will be your confirmation that your 

registration fee has been paid. 

 

 The travel request will need to be turned in at least 14 business days prior to the 

date of the meeting to the Business Office.  

 

Hotel confirmation  

 

When a traveler needs to confirm a hotel reservation, the traveler (or campus/department admin 

assistant on behalf of the traveler) shall make the hotel reservation 

 A: Employee can confirm a hotel reservation by using their personal credit card or 

B: Admin Assistant can confirm a hotel reservation by using a school credit card.  To 

obtain the credit card please contact the Business Office.   

 

Credit Card Use 

 

The District has travel credit cards available for use by employees if the employee has a need to 

use a card.  The cards are limited to hotel expenses.  It is not a requirement for an employee to 

use a school credit card but if employee needs one then the employee must indicate this request 

on the Travel Request form. 

 

Transportation  

 

An employee using their personal vehicle for school travel will be reimbursed at .625 

cents per mile however when traveling in groups, only one vehicle is allowed mileage 

reimbursement for every four people unless work schedules require different arrival and 
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departure times.  In this instance, the reason must be documented on the travel 

reimbursement form.  

 

 

 

Conference Registration 

 

At the time the Travel Request is submitted, the employee will give the registration information 

to the department or campus administrative assistant who must enter the requisition to the 

Conference.   If more than one person is attending the same meeting, then include all employees’ 

names on the request.  Administrative Assistants must write the requisition number on the Travel 

Request. If Federal Funds are funding the travel then submit the Travel Request directly to the 

Director of Federal Programs.  The Federal Programs Department will enter the requisitions on 

the form.  Submitting the paperwork within 14 days of the trip to the Director does not meet the 

requirement that the Business Office receive the Travel Request 14 days before the trip, so please 

plan accordingly. 

 

 

Cancel of Trip 

 

If the employee is unable to attend the meeting requested, attempts should be made to receive a 

refund for the registration fee paid if any.  The Business Office should also be notified so that 

our paperwork can be cleared. 

 

 

After Travel: Travel Voucher Completion      
 

 When an employee has returned from a conference, then a travel voucher should be 

completed and submitted within 5 business days.  This is an accounting of all the expenses that 

have been incurred to attend the workshop/convention.  Please complete the travel voucher as 

listed below. 

 

 All blanks will need to be filled out.  The departure and return date and time are 

important as this is how the food allowance is calculated.  Please note that it should also state 

whether the employee left in the a.m. or p.m.  

 

    

 When two or more employees from your campus have traveled to the same 

conference or workshop, please submit all of the employee’s individual travel vouchers at 

the same time. 

 

Registration Fees  

 

 Reimbursement will be given for fees paid with the exception of membership fees. 

Membership fees will only be paid if the registration fee is cheaper with the cost of the 

membership fee plus the registration than just the registration alone. 
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 Please note that failure to register for a conference by the early registration deadline will 

result in the employee paying the difference between early registration and regular registration.  

This would not apply if there are extenuating circumstances (such as being asked to go by your 

supervisor at the last minute, etc.) which must be documented by your supervisor. 

 

Transportation 

 

 The District reserves the right to select the appropriate mode of transportation and does 

not allow first class fares.  All fares (bus, plane, cab, and shuttle) will be reimbursed for the 

actual amount paid.  Receipts are required for documentation. 

 

 Car rentals are allowed and are sometimes the best value for the District.  Each trip has to 

be taken into consideration to ascertain the need to rent or drive.  The business office can help 

with this process.  Luxury vehicles are not permitted.  Only a small or mid-sized car should be 

rented unless there is a need for a larger vehicle due to the number attending.  Additional 

insurance purchased through car rental agencies is not reimbursable. 

 

 When personal vehicles are used for trips, reimbursement shall be based on the shortest 

practical route between the District and the destination via intermediate points at which official 

business is conducted.  The District has a predetermined mileage chart that is available on the 

school website and is listed below.  This mileage chart allows for mileage both ways.  If a city is 

not listed on the mileage chart, then the traveler is required to calculate mileage by obtaining a 

Google map for the city not listed.  The traveler must print out the driving directions provided by 

the site and attach them to the travel voucher.  Reimbursement is .625 cents per mile according 

to local policy.  When traveling in groups, only one vehicle is allowed mileage reimbursement 

for every four people unless work schedules require different arrival and departure times.  In this 

instance, the reason must be documented on the travel reimbursement form.  

 

 ROUND TRIP 

CITY MILES 

ALLEN 396 

AUSTIN 441 

BAYTOWN 272 

BEAUMONT 214 

BROADDUS 69 

BROOKELAND 115 

BUFFALO 182 

BULLARD 139 

CEDAR CREEK, TX 413 

CENTER 107 

COLLEGE STATION 254 

COLMESNEIL 81 

CONROE 195 

CUSHING 85 

CYPRESS 256 

DALLAS 337 

DIBOLL 22 

FORT WORTH 404 
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FRISCO 409 

GALVESTON 337 

GEORGETOWN 412 

GRAPEVINE 382 

HAWKINS 215 

HENDERSON 123 

HOUSTON 240 

HUNTSVILLE 146 

KEMAH 290 

KILGORE 156 

LEGGETT 75 

LIVINGSTON 92 

LUBBOCK 1026 

MANY, LA 160 

NACOGDOCHES 40 

PALISTINE 140 

PEARLAND 269 

PITTSBURG 249 

PLANO 384 

ROCKWALL 341 

ROUND ROCK 412 

SAN ANTONIO 631 

SAN MARCOS 512 

SUGAR LAND 280 

TEXARKANA 338 

TIMPSON 97 

TOMBALL 235 

TYLER 168 

WACO 315 

WHITEHOUSE 154 

WOODVILLE 102 

ZAVALLA 47 

 

 

 

 

 

 

Lodging 
 

 State Regulations for Federal Funds and State Funds 

 

 Costs of lodging will be reimbursed depending upon the approved rate for federal funds 

(Title 1 or IDEA B) or state funds (such as comp ed, special ed, vocational funds and bilingual).   

 

Listed below are allowable rate for lodging: 
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    Allowable Rate for Lodging Per Diem Rate effective Oct 1, 2021 

 

Destination County Seasonal Dates Lodging Rate – 

Seasonal 

Lodging Rate – 

Regular 

Towns not listed 

below 
n/a n/a n/a $89 

Arlington / Fort 

Worth / Grapevine 

Tarrant County 

and City of 

Grapevine 

n/a n/a $167 

Austin Travis Jan-Mar $161 $140 

Beaumont Jefferson n/a n/a $96 

College Station Brazos n/a n/a $114 

Corpus Christi Nueces n/a n/a $103 

Dallas Dallas County Jan-May $161 $154 

El Paso El Paso n/a n/a $98 

Galveston Galveston June-Aug $132 $99 

Greenville Hunt County n/a n/a $96 

Houston 
Montgomery, Fort 

Bend and Harris 
Feb-May $122 $122 

Laredo Webb n/a n/a $96 

McAllen Hidalgo n/a n/a $96 

Midland Midland n/a n/a $183 

Plano Collin n/a n/a $122 

Round Rock Williamson n/a n/a $102 

San Antonio Bexar n/a n/a $124 

South Padre 

Island 
Cameron Jun-Aug $105 $96 

Waco McLennan Mar-Apr $123 $107 

 

If the employee chooses to stay at a hotel whose rate is more that the state allowed rate, then 

the difference must be paid by the employee. 

 

 Local Policy for local funds (Fund 199) 

 

 Local regulations permit lodging rate reimbursement above the Texas State Comptroller’s 

rate; however, conference hotel rates should be utilized when applicable. If a conference hotel 

rate is used, then provide conference hotel rate documentation.  Be aware however, that the 

district will not pay above the conference rate if a motel is chosen that is not listed on the 

conference registration information.  If an employee chooses to stay at a non-conference hotel 
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and the rates are higher than conference rate, then the employee will have to pay the difference.  

If a motel is listed on the conference information but a registration deadline is missed that 

allowed for lower rates, the district will not pay above the conference rate even though you are 

staying at a conference hotel.  Please check to make sure that you are meeting all deadlines. Also 

when choosing a conference hotel to stay at the more moderate price hotel. 

 

  An itemized paid bill or statement will be required as documentation. If a conference 

hotel is not provided, then every effort should be made to lodge at a moderately priced hotel at 

the government rate.  PCA is responsible for paying all local hotel occupancy taxes, but is 

exempt from state tax.   Should state tax be charged to your hotel bill, you will not be 

reimbursed for this tax.  Please check your bill upon check out to verify that state taxes have 

been removed.  

 

 When practical and conditions allow, employees should consolidate travel and lodging 

arrangements to reduce total cost.   

 

Meals 

 

 The travel voucher must include departure and return time to calculate the partial day 

meal amounts.  Gratuities are not allowable in the above amounts.   

 

 If meals are provided when a workshop or conference is attended, there will not be a 

meal allowance given. 

 

 Meals will not be reimbursed for day trips.  If the trip is overnight, then meals will be 

reimbursed for actual costs or per diem whichever is less.  Per diem amounts are $10 for 

breakfast, $13 for lunch and $25 for dinner.  Please see below for cutoff times for claiming these 

meals.  Receipts are not required to be turned in with the travel voucher unless federal funds are 

involved, see note Federal Funds section below for more instructions. 

 

The cutoff times for the meals are as follows: 

 

7:00 A.M. - Breakfast: If the employee leaves at 7:00 a.m. or before, then breakfast can     

be claimed. 

 

11:00 A.M. – Lunch: If the employee leaves at 11:00 a.m. or before, then lunch can be 

claimed. 

 

6:00 P.M.  – Dinner:  If the employee returns at 6:00 p.m. or after then dinner can be 

claimed. 

 

Federal Funds Requirement: 

Travel with Federal Funds will not be advanced due to federal regulations. 

 If Federal Funds are being used then actual receipts are required to be submitted. 

Reimbursement will be actual cost not to exceed the meal allowance.   

 

 



REV 7/12/2022  8 

Failure to Submit Travel Voucher  

 
If an employee fails to submit a travel voucher with all of the required documentation within the 

allotted time, then the following will occur 

1. The undocumented expenses will be deducted from your payroll check. 

2. If the employee travels in the future then the employee will be on a reimbursement only policy 

(the employee will receive no advances).   

 

Travel Involving Students 

 
A Travel Request form must be submitted to the Business Office prior to traveling with students.   

A Travel Voucher form must be submitted to the Business Office within 5 days upon the 

completion of the trip.   The same general guidelines apply as outlined in employee travel 

procedures. Special procedures for student travel are listed below. 

 
Make sure that you have funds available to pay for this activity before making reservations, 

down payments, etc. 

 
Meals 

 

 The district uses a meal allowance for students who are traveling on official overnight 

school approved functions.  The maximum reimbursable cost per student is listed below: 

 Breakfast: $8.00 

 Lunch:  $8.00 

 Dinner:  $13.00 

 

 The number of meals that a student group is qualified for will be based on the time that 

the group leaves and arrives back in the District. 

  

    7:00 A.M. – Breakfast 

 If the group leaves at 7:00 a.m. or before, then they are allowed breakfast. 

 

    11:00A.M. – Lunch 

 If the group leaves at 11:00 a.m. or before, then they are allowed lunch. 

 

    6:00 P.M. – Dinner 

 If the group returns at 6:00 p.m. or after, then they are allowed dinner. 

 

 The district requires the sponsor/coach to list the number of people fed.  The District will 

only be responsible for expenditures up to the meal allowance times the number of people fed.  

After that, the sponsor/students are responsible.   
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Meal Reimbursement for Sponsors on Overnight Trips 

 

 Two types of Meal Allowances exist:  (1) sponsor/coach and students eat all meals 

together, or (2) individual members eat separately and at different times due to the time events 

are scheduled.  It is important for the sponsor/coach to realize the difference in reimbursement 

requirements for these two types of meal allowances. 

 

(1) Group meals – There are two methods to pay for the meals.  The sponsor/coach uses 

a purchase order and charges the meals, or the sponsor/coach pays for the meals with 

travel advance money.  For either method, a receipt is required. The sponsor must 

include the number of people that a meal was provided for. 

(2) Individual meals – The sponsor/coach gives each member of the group their meal 

allowance money to purchase their food.  If this method is used, then the 

coach/teacher must write an explanation for this meal stating that this is what 

occurred.  To provide a check and balance, the Business Office will be requesting 

from the sponsors a list of the students who attended the event.  All students who 

received a meal allowance must sign this expense sheet to verify that they did receive 

the meal allowance.  ** A form has been created for student receipt of a meal 

allowance.  This form is called the “Student Meals Receipt” and can be obtained 

from the Business Office. 

 

Lodging 

 

The same procedures that apply to employee travel apply to student travel. In addition the 

employee must provide a list of students who the school provides lodging for.  Attach the student 

names on a separate sheet to the travel voucher when submitting form after the trip is completed. 

 

 

 

 

 

 

 

 


