Millsap ISD Travel Policies and Procedures for Students
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Millsap ISD Travel Policies and Procedures

· All travel for students that involve in-state or out-of-state overnight trips for any event (i.e., Band, FFA, athletic tournaments) must be approved by Principal/Athletic Director and then approved by the Superintendent prior to communicating to students and before any expenses, including prepaid expenses, are incurred. Just because the trip took place in prior years does not mean that it will automatically be approved.  
· Students who participate in school-sponsored trips shall be required to use transportation provided by the District to and from the event, except as otherwise permitted in administrative regulations
· A Travel Expense Estimate Form is used to indicate approval from the appropriate supervising administrator and to provide an estimate of expenses.
· No travel reservations will be made until an approved Travel Expense Estimate Form has been submitted.
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· Any in-state overnight trips taken by student organizations and other student groups shall require approval from the Superintendent. (FMG Local)
· Any out-of-state trips taken by student organizations or other student groups shall require approval from the Board. (FMG Local)
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· Complete a Travel Expense Estimate Form prior to travel and get necessary approvals. The form should include estimates of all categories that may be incurred. The dates on the form should match the dates for which charges will be remitted. Any supplemental Federal funds to be used for travel must have prior approval from the Assistant Superintendent.

· Overnight lodging (and parking) will not be approved unless the event is more than 75 miles from Millsap without special approval by Superintendent for extenuating circumstances.  

· Any trip that is “over and above” a normal competition shall require approval from the Superintendent.  (such as tournaments that require over-night stays).  Funding for these trips would come from activity accounts for both student and staff fees.

· If airline tickets/rental car are needed, please note, there is usually a significant discount for tickets purchased 60 or more days in advance, so please obtain approval for the purchase of airline tickets/rental car as early as possible.

· Hotel reservations must be arranged prior to travel.

· Prior to checking in at the hotel, complete the Texas Hotel Occupancy Tax Exemption Certificate. The district will not allow state sales tax for travel within Texas.  County and municipal hotel occupancy taxes may occur and will be accepted. You may need proof of employment such as a pay stub or an identification badge.
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· Attach a list of students to support the number of meals requested for co-curricular or extra-curricular events, if applicable. A detailed receipt for the student meals must be submitted with the Travel Expense Estimate Form. 

· The approved rate for student meals (including the faculty in attendance) in-state or out of state is $59/day—breakfast ($13), lunch ($20) and dinner ($26). 

· Meals are allowed at the actual costs for meals not to exceed the daily allotment per day for students (some destinations have a higher meal rate-excluding incidental expenses: see https://www.gsa.gov/travel/plan-book/per-diem-rates) for in-state travel (includes meal, gratuity & sales tax).  

· The amounts outlined below for breakfast, lunch, and dinner are to be used to calculate limits when not all meals are allowable.   

	Meal Type
	Rate
	Percentage
	Depart Before
	Return After

	Breakfast
	$13
	22%
	7:00 am
	

	Lunch
	$20
	34%
	11:00 am
	1:00pm

	Dinner
	$26
	44%
	4:00 pm
	6:00pm

	Total
	$59
	
	
	




· See table above for the % of meals covered based on the time the travel commences. Gratuities will only be reimbursed with local funds (not federal) up to 18% of meal charge or 20% for groups (3 or more).  The credit card receipts needs to have the tip included.  

· A check for students can be issued to the traveler within 10 business days of the travel event for all staff and student meals.  All of the required documentation shall be submitted to the business office in accordance with the business office deadlines.  A district Travel Card may be issued for student meals in lieu of a check. 

· The traveler should complete a Detail Travel Expenditure Form after the travel event. Receipts or student sign-in sheets confirming the amount of meal money given to each student is required to be attached to the form.  The traveler must turn in the unspent funds to the district within 5 business days of the travel event.  
Hotel/Motel Expenses
· Any in-state overnight trips taken by student organizations and other student groups shall require approval from the Superintendent. (FMG Local). Same gender students 4 to a room.  

· Hotel rates vary, and every effort should be made to obtain the lowest rate available.
The government/ state rate (GSA) may be available and will require school district identification. GSA rates should be explored prior to making any reservations.  Admin staff have access to getting this information. Always check to make sure that the GSA rate is actually lower than other special or discount rates that are being offered. 

· A travel card shall be issued to the sponsor for the approved, estimated lodging expense as reflected on the Travel Expense Estimate Form.

· In Texas, a Hotel Tax Exemption Certificate must accompany payment to the hotel to avoid paying state taxes. These certificates can be obtained on our website: https://www.millsapisd.net/Page/691 or from the Accounts Payable Clerk. When checking into the hotel, provide the desk clerk with the Hotel Tax Exemption Certificate. Some hotels require proof of employment such as a pay stub or identification badge. Upon check out, review the bill to ensure that state tax was not charged. MISD will not pay for Texas state sales tax. County and Independent hotel occupancy taxes are allowed.

· Accommodations can be guaranteed for late arrival with district credit card after Travel Expense Estimate Form is approved. To avoid cancellation fees, the sponsor is responsible for notifying the hotel prior to the cancellation deadline. If the hotel is not notified by the required deadline, the traveler may be required to pay the cancellation fee or a night’s accommodation.

· Other lodging types (such as AIR BNB) are permissible up to the allowable daily rate.  
Total district funds will only pay up to the allowable daily rate.

· MISD will not pay hotel charges for any telephone calls or internet connection fees unless the traveler receives prior approval from the supervising administrator on the Travel Expense Estimate Form. Charges for movies and other personal charges are not allowed.  

· A maximum room rate of $107 per person (excluding fees, taxes and parking) per day for in-state accommodations per: https://www.gsa.gov/travel/plan-book/per-diem-rates.  Room rates for certain listed destinations may be higher and may be acceptable.
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· After the principal or other administrator has approved the transportation request, the sponsor will forward the request to the transportation department. The employee must include any special accommodations that must be considered. 
· In general, students will be required to use District transportation for school-sponsored trips. However, a parent may provide consent for a child to ride with or be released after the event to the parent or another adult designated by the parent. 
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· All air travel for students should be approved by the Superintendent prior to any arrangements being made (this includes student-led organizations). Procedures for travel arrangements for student travel are the same as for district employees, with the exception that a Medical Release Form is required instead of a Travel Expense Estimate Form. To make travel arrangements the following information is required: 1) student name (as it appears on student ID, driver’s license, or passport), 2) chaperone/sponsor name/s, 3) budget code to be used for expenses, and 4) Medical Release Form.
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· Ridesharing services (such as Uber/Lyft) expenses are allowable if the costs are reasonable and required during the travel event.  Receipts shall be required.  
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· Student activity accounts – meals that are paid out of activity funds should be “student” centered (i.e., senior meals, track meal deals, team bonding meals).  Meals that are for coaches only should come out of budget, not activity funds.
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· All “non-staff” Chaperones must complete a Chaperone Agreement Form and return it to the Sponsor prior to the trip. 
· All expenses for non-staff chaperones are incurred by the chaperone.  The district will not pay for any expenses for non-staff.
· The standard ratio for employee chaperones is as follows:
·  PreK-3rd grade-1 adult to 8 students
· 4th grade – 12th grade-1 adult to 10 students
· If extenuating circumstances necessitate more, special permission is required.  
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· Within 5 business days after returning from a trip, prepare a Detail Travel Expenditure Form listing dates and times of trip and expenses for each day. 

· Include original itemized receipts for all expenses (meals, airline tickets, hotel, car rental, etc.). Any receipts submitted should be in the name of the employee. 

· Return completed Detail Travel Expenditure Form and credit card into Accounts Payable Department. Reimbursement will not be made unless all supporting documentation is in order and all of the proper signatures are obtained.  
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