
       Hawkins ISD Travel Guidelines 

 

 

 If your travel has any cost associated with it, complete and submit a Travel Request Form to 

your campus or department secretary. A conference or workshop agenda and any required 

registration forms to be mailed must be attached with the form. Each traveler must complete 

his/her own request form. Once approved, you will receive a copy of your travel Purchase Order 

to use for reconciliation.  

 Making hotel reservation(s)- If the employee does not have the means to reserve the hotel, a 

Hotel Reservation/Confirmation form must be completed and brought to the Business Office for 

making reservations.  

 One business day prior to departure, traveler may check out district credit card in the Accounts 

Payable office. 

 

 

Travel Request Form- Submit before making any reservations. 

Travel Expense Reimbursement Form- Submit upon your return with any required receipts. 

Hotel Occupancy Tax Exemption Form- Print and give to hotel at check-in to avoid being charged 

state taxes on hotel bill (We must pay city/county taxes.) 

Texas State Sales Tax Exemption Form- Given to all vendors to avoid  

 

 

District Travel Cards are available in the Business Office during normal operating hours. These cards 

can be used at the employee’s option to pay for hotel expenses in lieu of using personal means. The 

employee responsible for the travel must come in person with a copy of their Travel Purchase Order. 

Employees may NOT check out cards on behalf of other employees. 

 

 



   

Hawkins Independent School District does not provide advances for travel except in a case where an 

employee shows that this practice places the employee in a hardship. In such a case, the employee must 

Complete a Request for Travel Advance form. The form requires approval by the Superintendent 

 

 

 

Coordination of travel plans is encouraged for employees traveling to the same event on the same date 

with the same itinerary. Only one person out of a group of four may be reimbursed for mileage if 

employees could have ridden together and chose not to do so. For example, if five teachers travel to 

Tyler for the same workshop on the same day, only two teachers are eligible for a mileage 

reimbursement. This rule applies even when the employees are from different campuses. The district 

shall allow for an equal distribution of the mileage allotment among the travelers if they opt to drive 

separately to the event 

 

 

Mileage will be reimbursed at the current rate approved by the Texas Comptroller of Public Accounts as 

listed on their website (https://fmx.cpa.state.tx.us/fm/travel/travelrates.php) when driving a personal 

vehicle. Amounts paid will be based on Mapquest mileage estimates between cities using the shortest 

route. Employees must print and attach a copy of the Mapquest written directions to the submitted 

travel expense reimbursement form. 

 

  

District vehicles are available for use by employees on a first-come, first-served basis. Currently there is 

a charge to the campus or department budget for using these vehicles. Vehicles may be reserved by 

calling the Transportation Department ext. 247. 

**Use of your personal vehicle must be approved in advance. Use of your personal vehicle is an option 

for any overnight stays, but also must be pre-approved. 

 

 

https://fmx.cpa.state.tx.us/fm/travel/travelrates.php


 

Parking Charges 

Parking charges are allowable for all travel events, as appropriate, if the traveler is traveling in a rental 

car, district owned vehicle, or personal car while on travel status. 

Parking at the airport at the traveler’s home location shall be allowable, as appropriate, for all required 

travel dates.  

Parking receipts must be submitted by the traveler with the Travel Expense Report.  

Toll Charges 

 Toll charges shall be allowable for all in-state travel events, as applicable, if the traveler is traveling in a 

rental car, district-owned vehicle, or personal car while on travel status.  

Toll receipts, as appropriate, must be submitted by the traveler. Toll charges while in a district-owned 

vehicle will be forwarded to the District by the toll authority.  

Taxi, Shuttle, etc.  

Taxi and shuttle costs are allowable for all in-state and out-of-state travel events, as applicable, if the 

traveler is on travel status. Taxi and shuttle tips may be paid at the traveler’s discretion, but are NOT 

allowable travel costs for reimbursement or payment with any district funds. 

 

 

The current maximum meal allowance for Hawkins Independent School District is $36.00 

The total number of meals for which an employee is eligible to be reimbursed is based on whether 

meals are provided by the event and the time of departure and/or return. Employees will be reimbursed 

for the actual amount spent on meals. 

Full Day Meal Allowances – If the dates of travel are all full days and no meals are provided by the event, 

the employee may request reimbursement of actual meal costs up to the current District meal 

allowance, currently $36.00. The employee MUST submit DETAILED receipts along with their travel 

expense form showing their total meal expense. Tips are not reimbursable. 

Partial Day Meal Allowances - The meal allowance must be adjusted on the 1st and last day of travel 

based on the time of departure and/or return. If the traveler is away from home during a meal time, 

meal expenditures are allowable up the maximum adjusted meal allowance calculation. Partial meals 

allowances are as follows: Breakfast - $8.00; Lunch - $10.00; Dinner - $18.00 



Meal Calculation  

• Determine the meal allowance for the day of departure and return:  

o Breakfast – must depart before 7:00 AM  

o Lunch – first day, must depart before 11:00 AM; last day, must return after 1:00 PM 

o Dinner – last day, must return after 7:00 PM  

o The Travel Expense Reimbursement Form will compare those allowances to the actual costs incurred 

on those dates (without tips). Reimbursement will be the lesser of the actual cost or meal allowance 

determined on the travel expense report for those days. 

• Determine the meal allowance for full days of travel: 

 o Reduce the full day meal allowance by the allowance for any meal that was provided by any 

    other source. 

 o Enter the actual amount of meal expenses as supported by detailed receipts on the Travel 

    Reimbursement form. The form will calculate the maximum allowable reimbursement for each meal. 

 o Example: An employee is traveling for the entire day and entitled to the full $36.00 reimbursement.  

     The employee’s actual receipts are; breakfast $9.50 (max $8.00), Lunch $14.00 (max $10.00) and   

     Dinner $10.00 (max $18) The reimbursement will be $28.00 ($8+ $10+ $10)  

• Attach DETAILED receipts for all meals being claimed to the expenditure report. Tips, alcohol, and 

other charges as determined by administration will not be reimbursed. Other examples may include 

entertainment fees, or resort fees if the employee was not attending as part of a required event. 

MEALS FOR NON-OVERNIGHT TRAVEL 

 The District does not provide meal reimbursement for Non-Overnight travel unless the employee is 

traveling with students or the day trip begins during the school day or immediately after and extends 

beyond 10 PM. 

 

 

Lodging may be charged to the District credit card or paid by any personal means and be reimbursed to 

the employee upon return, with one exception. Travel funded through a state or federal grant must be 

charged to a District credit card. The federal per diem rates for lodging shall be used to determine the 

maximum amount that may be charged to a state or federal grant. The maximum lodging rate, for state 

and federal grants, shall be for the city of travel at the time of travel based on the GSA 

(https://fmx.cpa.state.tx.us/fm/travel/travelrates.php) 

The traveler shall make the hotel reservation and secure with their personal credit card or a district 

travel card. Employees that do not have means to make a reservation should contact the Business Office 

and complete a hotel reservation form in order for such a reservation to be made on the employee’s 

behalf. The hotel reservation form requires an employee signature stating that they will be responsible 

for reimbursing the District if they fail to cancel the reservation and do not attend their scheduled 

https://fmx.cpa.state.tx.us/fm/travel/travelrates.php


meeting. 

Hotel and travel websites such as Hotels.Com, Expedia, Travelocity, etc. shall not be used to make hotel 

reservations if the website requires pre-payment of the hotel stay. The traveler may, at his/her request, 

stay with a family member or friend instead of at a hotel. If the traveler selects this option, the traveler 

shall not receive any payment in lieu of lodging costs. 

The traveler shall present a Hotel Occupancy Tax Exemption Certificate to a Texas hotel. If the traveler 

fails to present the certificate, the traveler shall reimburse the district for the unallowable expense. The 

Hotel Occupancy Certificate can be found on the district’s Business Webpage and the State 

Comptroller’s Website. The hotel occupancy tax exemption does not apply for out-of-state travel. 

Lodging costs such as movies, gym facility, spa, mini bar, or other non-essential costs are not allowable 

for reimbursement or payment with any district funds. Lodging tips may be paid at the traveler’s 

discretion, but will not be allowable travel costs for reimbursement or payment with any district funds. 

 

 

Flight costs shall be allowable for travel events that require travel away from the traveler’s home if it is 

determine that air transportation is the most economic form of transportation. . Departure and return 

dates of the flight shall be based on the start and end times of the travel event and the distance of the 

travel location. The actual cost of commercial air transportation (lowest coach fare) to accommodate 

the required travel dates of the travel event shall be allowable costs. 

Travelers should travel to their destination location by the most economical means, i.e. either flight or 

mileage; however, travelers may opt to travel to their event destination via district/personal vehicle in 

lieu of flying to the event for medical or personal comfort reasons. If the traveler opts to travel to an 

out-of-state destination, the costs/reimbursement for transportation shall be limited to the lesser of the 

mileage or estimated flight cost. 

All flight costs associated with deviations from the required travel plans, such as pre or post personal 

days shall be paid by the traveler. For example, if the required travel dates are Sunday through 

Wednesday, but the traveler opts to depart on Friday to spend personal days at the travel destination, 

the additional cost, if any, to fly on Friday shall be paid by the traveler. 

 

 

 



 

• Alcoholic drinks or beverages 

 • Entertainment expenses, such as in-room movies, fee-based hotel amenities such as gyms, spas, etc. 

 • Expenses for spouses or other non-district employees 

 • Expenses due to the traveler’s failure to cancel a registration or travel arrangements (except for 

extenuating circumstances)  

• Hotel Internet charges (unless expense is work-related and pre-approved on travel authorization) 

 Non-substantiated or fraudulent travel reimbursement requests shall be non-allowable travel expenses. 

Travelers who submit fraudulent travel reimbursement requests shall be subject to disciplinary action, 

up to and including termination of employment. 

 

 

 Return credit card(s) to Business Office the next business day after returning from trip with all 

original receipts for hotel, parking, etc.   

 Complete Travel Expense Form for reimbursement within 5 days after returning from trip and 

submit for appropriate signatures. All supporting documentation must be attached. Amounts 

included on the form but do not include supporting documentation will be deducted from the 

amount requested. 

 

If there are any questions, please contact the Business Office 

903-769-2181, ext 236 

 

 

 



Student Travel Reminders 

Same-Day Travel 

 Staff must submit request for educational meeting/trip through email to supervisor to acquire 

permission 

 Once travel is approved, complete Student Travel Form – This form is used for meal request as 

well 

 Employee must attach approved email and student roster and forward both forms to the 

campus office. The campus secretary will forward to the Central Office for additional approvals. 

Employee should keep a second copy of the roster to use while traveling. 

 The employee may request adult meals at the student rate for same-day travel only. Only the 

employee directly responsible for the students may receive paid meals. Parent chaperones or 

other employees attending with their students not in an official capacity are not eligible for paid 

meals. 

 District travel card or check for meals may be picked up at the Business Office. Cards may not be 

checked out more than one business day before travel begins. 

 If distributing cash to students, each student must sign that they attended the event and 

received the cash. Receipts are not required. 

 If using the district credit card, an itemized receipt must be obtained and returned. 

 Meal allowance for students must be adhered to when using the credit card. If the amount 

exceeds the allowable amount, the overage will be owed by the employee who signed for the 

district credit card.  

 Upon return, the employee must submit the Student Travel Form with the actual number of 

students who attended and amounts spent, along with the receipts and/or roster of names 

signed by the students who attended. Those who did not attend should be marked off – 

Additional student names can be written in. 

Overnight Travel 

 The same meal advance process (shown above) should be used for overnight travel with 

students. 

 For overnight travel with students, employees are subject to the same food allowance amount. 

 

     Student Meal Amounts: Breakfast $6.00 Lunch $6.00 Dinner $8.00 

 


