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Travel Guidelines

• Meals
– Reimbursed as a “per diem”

• No receipts required
– Funding source:  199 or 461

• Receipts required
– Funding source:  Federal Grants

– Overnight stay required 

– Alcohol is NOT allowable

– Must certify statement indicating that all meal 
funds requested were expended during the 
authorized job related travel
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Travel Guidelines

• Meals

– $36 Daily

• $8 Breakfast
– Depart before 6:00am or return after 6:00am

• $10 Lunch
– Depart before 12:00pm or return after 12:00pm

• $18 Dinner
– Depart before 6:00m or return after 6:00pm
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Travel Guidelines

• Lodging

– Maximum rate = $175 per person per night

• Includes any taxes or fees

• Itemized receipts are required for lodging

– If lodging exceeds $175 per person per night, 
only $175 will be reimbursed
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Travel Guidelines

• Mileage

– TCISD Mileage Chart

• Primary source for mileage reimbursement

– MapQuest/Google Maps

• Used for locations not on TCISD Mileage 
Chart
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Travel Guidelines

• Other reimbursable expenses:

– Receipts required

• Parking

• Toll fees

• Taxi/Uber costs
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Step 1:  Pre-Travel Request

• Request for Travel
– www.tcisd.org

• Administration
– Business Office 

» Business Office Forms

» Request for Travel Form

• At least 10 business days prior to traveling, 
complete the Request For Travel Form in 
electronic format.
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Step 1:  Pre-Travel Request

• Fill in all requested information
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Step 1:  Pre-Travel Request

• Complete the vendor name, address, and amount.

• Checks will be mailed by default unless otherwise 
requested.

• The PO# (Purchase Order Number) will be 
completed in a later step. 
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Step 1:  Pre-Travel Request

• If traveling with students, enter the # of breakfasts, 
lunches, and/or dinners that will be provided.

• The amount to be advanced will be calculated.

• The PO# (Purchase Order #) will be completed in a 
later step.
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Step 1:  Pre-Travel Request

• Submit Travel Form electronically to 
Campus Secretary for approval and entry.

13



Step 2:  Post Travel 
Requests

Step 2:  Post Travel 
Requests

To be completed by the 
employee after attending 

training

To be completed by the 
employee after attending 

training



Step 2:  Post Travel Requests

• Choose “Expense Reimbursement”.

– Choose “Submit Request”.
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Step 2:  Post Travel Requests

• Click “Add”
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Step 2:  Post Travel Requests

• Expenses From/To = Dates of Travel
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Step 2:  Post Travel Requests

• Purpose for Reimbursement:  Enter details 
of reimbursement request.

• Reimbursement payment option.  Select 
either:
– “ACH” (Direct Deposit) 

– “Paper Check”

• Required Pre-verifier:  Default “Julie-Ann 
Howard”.

• Click “Save”.
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Step 2:  Post Travel Requests

• Click “Add”
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Step 2:  Post Travel Requests - Meals
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Step 2:  Post Travel Requests - Meals

• Use your completed travel form to assist you with 
entering your reimbursement request.

• Date: Defaults to the first day of your trip.

• Reimbursement Type:  Select from the drop down.  
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Step 2:  Post Travel Request - Meals

• If selecting a meal, the following statement 
will populate:

• Quantity:  Enter the # of meals
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Step 2:  Post Travel Requests - Meals

• Description/Customer:  Enter the 
information about the reimbursement 
including date.

• Account:  Enter the account number 
provided by the Campus / Department 
Secretary on the Travel Form sent with the 
approval email.   
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Step 2:  Post Travel Requests

• If you need to add another reimbursement, 
click “Add”. 24



Step 2:  Post Travel Requests - Lodging
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Step 2:  Post Travel Request - Lodging

• Reimbursement Type:  Select the 
reimbursement type from the drop down.
– Check the “Receipt Attached” box.

• Quantity:  Enter the number of nights to be 
reimbursed.

– Amount:  Enter the reimbursement amount per 
night.

» Includes taxes
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Step 2:  Post Travel Requests - Lodging

• Description / Customer:  Enter description of 
the requested reimbursement.

• Account:  Enter the account number 
provided by the Campus / Department 
Secretary with the approval email.

• Click “Save”.
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Step 2:  Post Travel Requests - Mileage

• Click “Add”. 28



Step 2:  Post Travel Requests - Mileage
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Step 2:  Post Travel Requests - Mileage

• Reimbursement Type:  Select “Mileage” 
from the drop down box.

• Quantity:  Enter the number of miles to be 
reimbursed.
– Only mileage to and from destination is 

reimbursable.

• Side trips are not reimbursable.

– TCISD Mileage Chart or MapQuest

• Must attach MapQuest documenting request.

30



Step 2:  Post Travel Request - Mileage

• Description / Customer:  Enter info about 
reimb request, including destination.

• Account:  Enter account number provided 
by Campus / Department Secretary with trip 
approval.

• Click “Save”.
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Step 2:  Post Travel Requests

• Click “Submit for Approval”.
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Step 2:  Post Travel Requests

• Attach any required receipts to the travel request:
– Lodging

– Taxi

– Toll

– MapQuest
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Step 2:  Post Travel Requests

• Click “Add File”.
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Step 2:  Post Travel Requests

• Type: Select “Attachments” from the drop down menu.

• Description:  Enter description of what is contained in 
the attached file.

• Attached File:  Select & upload file from PC

• Click “Save”
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Step 4:  Accounts Payable Process

• The Business Office will process checks on 
Tuesdays & Thursdays.

• Direct Deposits will be in employee 
accounts the day following the check-run.

• Paper Checks will be mailed the day 
following the check-run.
– By default all checks will be mailed unless 

otherwise requested.
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QUESTIONS?QUESTIONS?


