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This memo is effective as of the date above for 2023-2024 school year. 

There are limited travel funds available in this FY 2024 budget. Therefore, all travel must be 
necessary and essential to perform the job. In addition, travel will be permitted for employees 
who are eligible to be funded by federal or state grants. Certified employees will only have 
federal and state grants available for travel and should seek approval from the appropriate grant 
director before submitting their travel request. 

Please see the travel guidelines below that will be in effect until June 30, 2024: 
1. Staff travel should be submitted on the Request to Attend Form at least 30 days prior to
departure for local travel and 60 days prior to departure for out-of-state travel.

2. Only two persons per location may attend a meeting/conference/training unless specified by a
grant or program requirement. Exceptions should be approved by an Executive Team Level
Administrator.

3. The Request to Attend Form should be completed according to the Travel Advance Checklist.
The following documents should be attached before supervisors' approval:
a. Supporting Expense Documentation
b. Conference or Meeting Agenda
c. Justification form (see attached)
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Checklist for Completing Request to Travel (RTAs) 

Name: 
-----------------

Items 

Registration Form: Attach completed registration form/invoice, which 
shows the amount due, payable to, and mailina instructions. 
Conference Schedule/Agenda: 
Include a copy of the agenda to include dates and times of the conference. 
Travel Justification Form: (Attachment B) 
Complete the District Travel Justification Form. 
Travel: 
If you are driving your vehicle to the conference, calculate round trip and 
vicinity mileage at a rate of $.655 per mile. 
Airline Travel: 
Provide a quote/estimate for air travel. Employees have the option to use 
Forest Lake Travel (Purchase Order Required) or other travel websites 
(Personal Credit Card). If the employee is using Forest Lake, Procurement 
Services must have a copy of the Request To Attend (RTA) with all required 
signatures before a purchase order is issued to Forest Acre Travel. 
Lodging: 
Provide a hotel estimate indicating the dates and total amount of your stay. 
Employees are reauired to obtain their room at the lowest sinale rate. 
Meal Per Diem 
$35.00 per day in-state 
$50.00 per day out-of-state 
Departure after 12:00 noon = ½ day rate 
Arrival before 12:00 noon = ½ day rate 
Other Expenses 
Be sure to indicate if you will have additional expenses such as parking 
(valet, parking, etc.), rental car ground transportation (Uber, Lift, etc.), and/or 
baaaaae handlina at the airport. 
Travel Request Form 
Complete the Request to Attend (RTA) form and indicate with an * each item 
you wish to have pre-paid and circle yes for prepayment. Ensure the traveler 
and immediate supervisor have sianed and dated the form. 
Budget Code 
Please include the correct account number/budaet code. 
Approval 
Immediate Supervisor and Executive Level Signatures 

2023-2024 Travel Guidelines Attachment C 

Traveler's 
Initials 
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