Interstate Travel with Federal Funds Preapproval Request

The use of the Elementary and Secondary Education Act (ESEA) funds, including Title program funds (I, II, IV), for interstate travel needs prior approval from the Minnesota Department of Education (MDE). MDE has no authority to approve any of these expenditures after the fact. Before submitting this request, please review the relevant section of the Code of Federal Regulations (2 CFR 200.475: Travel Costs) that governs travel.  


The staff and supervisor must submit the request to Out of State Travel Authorization and include the following: 
 
Explain the purpose of the travel and affirm that this is for official business of the LEA (unfortunately, interstate travel that only benefits individual(s), for example, enrichment activities for students, are not allowed with federal funds) 


Explain how this travel is a necessary and reasonable part of the LEA’s work 



List the name(s) of the travelers and their roles in the LEA



List the dates and location of the travel



List the anticipated itemized costs (including any anticipated costs for transportation, lodging, food, incidentals and other)



Affirm that any proposed airfare costs do not exceed the basic least expensive unrestricted accommodations class, as described in 2 CFR 200.475(e).




Please affirm that these travel plans align with all federal regulations for interstate travel (including the relevant section of the Code of Federal Regulations 2 CFR 200.475: Travel Costs) and the LEA’s local travel policies.

SPPS Travel Policies: https://www.spps.org/Page/31195 
Expenses incurred without proper authorization will be the responsibility of the employee
Minnesota Law prohibits use of the travel advance account by non-SPPS employees (see Minn. Statutes 661, Minn Statutes 471.665, Minn Op Atty Gen161b-12, and Minn Op Atty Gen 1035)
Employees are to exercise good judgement when incurring lodging costs (See Office of Procurement Commissioner’s Plan)
Upon approval, the employee will receive a Travel Authorization email containing all essential information
Authorization includes instructions for booking air and hotel
Use Authorized SPPS Travel Company (link will be in the authorization email)
If the traveler finds cheaper airfare elsewhere, they may purchase with personal funds and seek reimbursement after the trip
A comparison quote from Authorized SPPS Travel Company is required
If the traveler is making their own hotel reservations, request the “government rate”
If a discounted government rate is unavailable, get the lowest rate possible
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