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Introduction 
Persons authorized to travel for business and educational purposes on behalf of Birdville ISD shall be 
reimbursed for all usual and reasonable travel related expenses made on behalf of and in connection with 
District business according to District rates. Employees are expected to select economical and practical 
accommodations, arrangements, and services in accordance with the needs of the trip. Travel should 
begin/end within a reasonable time before/after the business event. Expenses incurred outside of that 
reasonable timeframe will not be reimbursed. All employees, as well as supervisors approving travel, are 
responsible for compliance with the provisions of the District’s Travel Expense Procedures. Requests for 
exceptions to these procedures must be made in writing prior to taking the trip and approved by the 
Director of Business & Finance or designee. The procedures and forms are at: 
http://schools.birdvilleschools.net/domain/2870. 

 

Definitions 
In-District Travel – All travel within the Birdville ISD boundaries. 
Out-of-District Travel – All travel outside Birdville ISD boundaries. 
Overnight travel: Travel that is at least 75 miles from the employee’s regular worksite, and that both  the 
employee and supervisor deem to require that the employee stay overnight. Travel within a 75 mile radius 
of the employee’s regular worksite is automatically considered local. 
GSA allowable rate: Federal government-prescribed lodging and meal rate available at 
http://www.gsa.gov/portal/category/21287. The rate varies by locale, and is per day, not based on an 
average of all days. Details on the applicability of GSA lodging and meal rates are on page 3. 

OVERNIGHT TRAVEL PROCEDURES 
 

The Traveling Employee’s Responsibilities 
 

Out of State Travel – 60 days before traveling 
All out-of-state travel must be approved by Cabinet at least 60 days prior to the trip.  Each traveling 
employee must obtain written supervisor approval via the out-of-district travel form (Application for 
Travel and Expense Form). One travel form for several employees will not be accepted. Department 
and campus secretaries typically assist employees with completing the travel form 
 

In-State Travel - Two weeks before traveling: 
Each traveling employee must obtain written supervisor approval via the out-of-district travel form 
(Application for Travel and Expense Form). One travel form for several employees will not be accepted. 
Department and campus secretaries typically assist employees with completing the travel form. 

 
Just before and during travel: 
1) The employee must carry the Hotel Occupancy Tax Exemption Form (available on the travel website, 
and completed by a secretary) to ensure exemption from sales taxes when checking into the hotel. The 
District will not reimburse Texas sales taxes on a hotel room.  NOTE:  Parking is not exempt from tax and 
a hotel can charge sales tax, although some hotels may exempt tax from parking fees.   
2) When checking out, the employee must be sure to obtain a detailed hotel receipt, as the District and 
the Internal Revenue Service require an itemized hotel bill before reimbursing hotel expense. The bill 
must be itemized to validate actual purchases. Credit card receipts are not an acceptable substitute. 

 
After traveling, within 10 days of returning: 
1) The employee must submit the following to the campus or department secretary:  a) If the employee 
went to a conference, proof of attendance such as a copy of the conference certificate, name badge, 
brochure, receipt or other; b) if lodging was required, the hotel receipt; c) if use of personal vehicle 



occurred, a copy of www.mapquest.com (or similar site) showing the distance between the employee’s 
regular worksite and the conference location. 
2) The employee does not have to submit actual receipts to receive reimbursement for meals. 
**Federal and State Funded Travel: Employees traveling on federal and state grant dollars must 
provide a signature and check the box at the bottom of the travel form certifying that the requested 
meal reimbursement amount is the lesser of the per diem allowed or the actual cost incurred. The 
lessor of these two amounts should be the actual requested meal reimbursement for the trip. 

 

Supervisor and Campus/Department Secretary Responsibilities 
 

At all times, supervisors and secretaries must ensure that the traveling employee is informed of these 
District travel procedures. The Director of Business& Finance must approve any exceptions. Secretaries 
must ensure that the travel form is completed correctly. Incomplete or incorrect forms will be returned. 

 
Prior to the commencement of employee travel: 
1) Since reimbursement rates change periodically, the latest version of the travel form should always be 
downloaded from the District website at http://schools.birdvilleschools.net/domain/2870. 
2) The secretary must ensure that all applicable portions of the “Estimated Expenses” column are 
completed prior to the trip. This includes meals, fees, hotels, airlines, mileage costs or other expected 
expenses. Mileage should be estimated in advance and then adjusted after the trip, using an electronic 
mapping source such as www.mapquest.com. The “Prior Trip Payments” section must include all 
advances to be paid by the District to the conference for fees, or to a hotel, airline or travel agent. 
3) The secretary must complete the Budget Code section, and ensure funds are available based upon the 
estimated travel costs. For travel using federal grant funds, if the lodging rate is greater than the GSA 
allowable rate for that locale, the secretary must apportion the GSA limit to the grant budget code, and the 
overage to a non-grant budget code. 
4) The supervisor must authorize the travel via signature. All out-of-state travel must be approved by 
Cabinet at least 60 days prior to the trip.  No expenditures can be made until Cabinet has approved. The 
supervisor or secretary must then submit the travel form to the Director of Business & Finance. Travel 
using federal funds must be submitted to the Grant Specialist who will validate the per diem allowance(s) 
and route the request to the Director of Business & Finance. 
5) Secretaries must separately submit check requests for Prior Trip Payments via the financial system. A 
check payable to the hotel may be requested from Accounts Payable, with proper documentation and two 
week’s notice. Otherwise, the employee will have to pay the hotel expenses personally and request 
reimbursement upon return. The employee may be reimbursed for hotels or airlines paid in advance, if 
the travel is approved. The employee cannot receive meal or mileage money in advance. 

 
After the employee returns from travel: 
Based on inputs from the employee regarding any changes in the actual travel completed, secretaries must 
complete the “Post Trip Payments” section of the travel form and submit it to Accounts Payable. 
Secretaries must also submit post-trip reimbursement requests for the employee via check request. 

 

 
Types of Reimbursable Travel Expenses 

 

Airfare  (receipts required) 
The cost of tickets paid by the employee for official travel on commercial airlines is reimbursable when 
this mode of travel is more economical than driving and when the employee is requesting 
reimbursement/advance for an airfare not exceeding the average coach fare. Special discounted fares 
should be used when available, and trips should be planned far enough in advance to qualify for 
discounted fares. If airfare is purchased over the Internet, Accounts Payable will need the printed page 
with your confirmation number that shows the employee paid for the ticket on their personal credit card. 

 
 



Private Automobile (Mapquest printout required) 
1) The maximum mileage rate for use of privately owned vehicles is the current Texas Comptroller of 
Public Accounts mileage rate. The travel form will be updated as the state rate changes. 
2) Travelers should select the shortest and most economical route for their trip. Mileage begins from 
the traveler’s regular worksite, not from the traveler’s home. 
3) Generally, if two or more employees from the same campus/department are going to attend the same 
function, on the same date and time, they should carpool together. The employee’s immediate supervisor 
must approve exceptions to this reimbursement rule prior to travel. 
4) Reimbursements for taxi fares, personal and District vehicle parking fees, tollbooth fees, and 
telephone and fax calls are authorized at reasonable costs in conjunction with their business use. Receipts 
are required for all fares and fees. 
5) Car rentals should be used when less expensive than taxi fares. Rental and mileage charges will be 
paid for business purposes only. Mileage for personal travel is not authorized or payable. 
**NOTE: Any employee who uses their own credit card to rent a vehicle for District (non-personal) 
business should purchase the liability insurance coverage offered by the rental company. Be sure and 
request the physical damage insurance with down-time coverage. Please contact the Business Office for 
questions. 

 
Meal Per Diem Allowance (receipts NOT required) OVERNIGHT TRAVEL ONLY 
1) The meal per diem allowance for in-state travel is capped at $46.00.  Birdville ISD travel forms 
will be updated periodically to reflect the current state reimbursement rate. District policy permits 
meal per diem for out-of-state travel at the GSA rate for that locality. 
2) For travel using federal and state grant funds, reimbursement will be at the lower of the specified per 
diem rate or actual cost. 
3) For overnight travel, the first and last day will each be reimbursed at 75% of the applicable full-day 
per diem amount. Intervening days will be reimbursed at 100% of the applicable full-day per diem. 
4) Meal Reimbursement for non-overnight travel is no longer allowed.  

 
Lodging (receipts required) 
1) Lodging should be limited to a reasonable and economical option. Employees should try to find 
accommodation at state-negotiated contract rates when possible. Contract rates are available here: 
http://portal.cpa.state.tx.us/hotel/hotel_directory/index.cfm. 
2) For federally funded travel, lodging expense should not exceed the GSA rate established for that 
locality at http://www.gsa.gov/portal/category/21287. Personnel authorized to travel using federal funds 
should be aware of the maximum rate allowable. Questions on allowable rates should be directed to the 
appropriate program administrator. 
3) Double occupancy of rooms should be utilized whenever possible. When sharing a room, please list 
with whom you shared a room in the “Notes” section of the Application for Travel and Expense Report. 



 

OUT-OF-DISTRICT TRAVEL (no overnight stay) and 
IN-DISTRICT TRAVEL PROCEDURES (mileage data required) 
(Application for Travel & Expense Report not required) 
1) The immediate supervisor must approve reimbursement for in-district and out-of-district (no 
overnight stay) travel mileage. Employees must request reimbursement via the In/Out of District Mileage 
Form, which is also available at http://schools.birdvilleschools.net/domain/2870. The form must be 
completed in its entirety. The employee and supervisor must sign the form before it is submitted to the 
Accounting Secretary. Mileage reimbursement should be requested at least quarterly, and submitted via 
check request. 
2) In-District mileage is reimbursed for business trips in excess of the normal commute. Trip mileage 
must begin from the employee’s regular worksite and end at that day’s worksite (round-trip). Mileage is 
reimbursed at the pre-populated current mileage rate, and the total dollar reimbursement auto-calculates. 
3) Employees receiving a travel stipend will not be reimbursed for in-District mileage. 

 
NOTE: Meal Reimbursement for non-overnight travel is no longer allowed. 

 
 

Student Meal Allowance 
 

Students traveling for District purposes may be provided a meal allowance up-to $10 per meal. 


