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ORN EY |SD DEE (REGULATION)

INSPIRING STUDENTS THROUGH INNOVATIVE EDUCATION TRAVE L G U I DE LI N ES

REVISED SEPTEMBER 1, 2024

Every Forney Independent School District ("FISD”) employee given authorization by their
supervisor to travel assumes a responsibility to the taxpayers of Forney to keep the cost of
travel to a minimum and consistent with Local Board Policy DEE.

Employees shall be reimbursed for reasonable travel expenditures according to Board policy and
the guidelines and procedures outlined in this document. This document outlines the maximum
amounts that may be reimbursed. Individual campuses/departments may impose additional
limitations on travel expenditures due to budgetary constraints (i.e. allowing travel only if a
school vehicle is used). Prior approval for all out-of-district travel shall be obtained before any
expenses, including prepaid expenses, are incurred. An Out-of-District Travel Form is used
to indicate approval from the appropriate supervising administrator and to provide an estimate
of expenses. No travel reservations should be made until approval has been received. The
actual expenses should be reported on the Out-of-District Travel Form within ten (10) business
days after returning from the school business trip.

In addition to appropriate administer approval, all Out-of-State travel must be approved
by Superintendent prior to registration.

Travel Limitations

e The number of multiple or consecutive days should be limited — particularly
close to testing days.

e Requests for school business travel will not be approved if the total number of
absences exceeds ten (10) days. This includes out-of-district conferences, in-
services, and any other reason to employ a substitute for the employee

¢ Please follow the guidelines in the Student Travel Manual when traveling with
students.

Pre-Trip Procedures

e Complete an Out-of-District Travel Form at least fourteen (14) calendar days prior to
travel and receive necessary approvals. The form should include estimates of all
expenses that may occur. The dates on the form should match the dates for which
charges will be remitted. Federal Funds: When using Federal Funds, the Out-of-
District Travel Form must also be approved by the Chief Learning Officer.
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o If airline tickets/rental car are needed, ask the campus/department secretary to contact
the Accounts Payable Specialist at least twenty-one (21) calendar days prior to the date
of travel to determine if air travel is allowable for this trip. Please note: there is usually
a significant discount for tickets purchased fourteen (14) or more days in advance, so
please obtain approval for the purchase of airline tickets/rental car as early as possible.

e Registration, hotel reservations, and cash advance requests must be arranged at the
campus/department level.

e If a cash advance is needed (only for meals when students are in attendance; or
estimated employee out-of-pocket costs are more than $300), initiate a request in
accounting software and add a comment about when the check will need to be available
by. Attach a copy of the approved Out-of-District Travel Form, and submit to the
Accounts Payable Specialist at least ten (10) business days before departure date when
possible.

e Prior to leaving on a trip, complete a Texas Hotel Occupancy Tax Exemption

Certificate for presentation at the time of check-in at the hotel. The district will not
reimburse state sales tax for travel within Texas.

Employee Meals

Reimbursement for meals is based on a per diem rate when travel requires an overnight stay.
No receipts are required for verification. See Hotel/Motel section for more information on when
overnight travel will be authorized. No federal funds will be used to pay for meal
expenses. DEE (Local)

If a meal is provided in the conference registration or by the hotel, that meal will
not be eligible for reimbursement. The amounts outlined below for breakfast, lunch, and
dinner are to be used to calculate limits when not all meals are eligible for reimbursement.
Please see page 5 for student-related travel meal reimbursement rates.

i Meal Type Rate Depart Before Return After
| Breakfast $ 16.00 7:00 a.m.

| Lunch 19.00 11:00 a.m. 1:00 p.m.

| Dinner $28.00 4:00 p.m. 6:00 p.m.

5 $63.00

The above chart is also used to determine eligibility based on departure and return time. For
example, if travel commences at 8:00 a.m., the reimbursement will be $47 (covering lunch and
dinner). If travel commences after 1:00 p.m., the reimbursement will be $28 (covering dinner).
If the traveler arrives home by 6:00 p.m., the reimbursement will be $35 (covering breakfast
and lunch). FISD will not reimburse meal expenses in excess of the $63 limit.

For meals that will be eaten as a group, reimbursement will be made when a receipt is
submitted. This meal will be subtracted from the daily per diem that the employee is entitled
to.
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Lodging

Overnight lodging (and parking) will be reimbursed when the event is more than 75 miles
from the City of Forney. Lodging request for events under 75 miles from the City of Forney
require Superintendent approval. Please use www.mapquest.com when calculating the
mileage.

Each campus or department will arrange hotel accommodations when overnight lodging is
required. Hotel rates vary, and every effort should be made to obtain the lowest rate available.
The government rate may be available and will require school district identification. Always
check to make sure that the government rate is actually lower than other special or discount
rates that are being offered.

In Texas, a Hotel Tax Exemption Certificate must accompany payment to the hotel to avoid
paying state taxes. These certificates can be obtained from the Accounts Payable Clerk. When
checking into the hotel, provide the desk clerk with the Hotel Tax Exemption Certificate. Upon
check out, review the bill to ensure that state tax was not charged. FISD will not provide
reimbursement for Texas sales tax. County and municipal hotel occupancy taxes may be
reimbursed.

Hotel accommodations should be secured by utilizing a personal credit card unless extenuating
circumstances apply. Examples of extenuating circumstance are: employee does not have
access to personal credit card, or personal credit card limit is not sufficient to cover the charge.
To avoid cancellation fees, the traveler is responsible for notifying the hotel prior to the
cancellation deadline. If the cancellation is not made before the deadline, the employee is
responsible for any charges that may be incurred.

Hotel advances are allowable with fourteen (14) day notice. A copy of the hotel confirmation
will be required. Check will be made payable to the hotel.

Charges for movies and other personal charges will not be reimbursed.
A maximum room rate of $110 per person per day is allowed for areas not listed on the federal

per diem rate chart. See the GSA per diem rate chart for limits for certain cities/counties, which
vary by location and month.

Hotel rates exceeding the maximum per person per day limit will not be reimbursed unless the
Superintendent, or designee, approves in writing prior to the trip. Both in-state and out-of-
state room rates apply to all FISD fund types (including campus and student activity funds).

When multiple people are attending the same event, room sharing is encouraged when
possible.

Out-of-District Mileage

The District requires that all employees utilize a mapping application such as Google Maps or
Mapquest for calculating number of miles traveled (this applies to all sources of funds).
However, before traveling employees must check for available District vehicle.
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Starting/Ending point should be assigned campus/department. Home address may be used if
results in a lower number of miles.

Employees will be reimbursed at the approved district mileage rate (.50 cents per mile) for
discretionary out-of-district business use of their personal vehicle. In no case should this
expense exceed the cost of air coach travel and a rental car. Employees should carpool in a
district vehicle when possible.

Air Travel

Airfare will be reimbursed when the cost of ticket plus any associated rental car expense is less
than the cost of mileage reimbursement associated with using a personal vehicle. Advance
planning is crucial when requisitioning air travel. An approved Out-of-District Travel Form is
required — along with justification that air travel (and car rental) is cost efficient compared to
travel by car — before air travel requests will be processed.

Do not book flights unless you have been authorized to do so by your campus/department
administrator. An increase in a fare due to an employee changing travel plans without
supervisor approval could result in the employee absorbing any additional fees charged to the
district account.

All travelers must use the lowest fare available. Whenever possible, business travel should be
planned to take advantage of advance purchase discounts and group fares. The lowest fare
routing must be used when available — not more than one stop each way and layover time not
to exceed two hours. Tickets charged to your personal credit card may be reimbursed prior to
the trip with proof of payment.

Car Rental

Since car rentals are very costly, travelers should not request car rentals unless necessary for
business purposes due to limitations on availability of local transportation. It is usually more
cost effective to utilize taxi service or shuttles available to hotel guests.

When auto rental is required, Collision Damage Waiver (CDW) insurance must be
purchased if such insurance covers down time in the event there is damage to the rental
vehicle. Employees/sponsors are responsible for presenting a Motor Vehicle Exemption
Certificate to the rental car company to claim exemption of motor vehicle gross rental receipts
tax. Reimbursement will not be made for motor vehicle gross rental receipts tax.

Employees must have a current driver’s license and a personal credit card in order to rent a car.
Car rentals will be charged to the employee’s personal credit card and will be reimbursed by the
district upon return from the trip.

To avoid higher gas rates charged by the rental companies, fill the gas tank before returning
the rental car. Also, be sure to examine the invoice for accuracy before leaving the rental
office. Reimbursement will occur when expenses are listed on the Out-of-District Travel Form.
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Cash Advance

A travel advance may be approved when traveling with students or when the total estimated
out-of-pocket travel costs exceed $300. Due to IRS regulations governing travel advances, all
travel documentation must be submitted within ten (10) business days after the travel occurs.
Failure to turn in travel documents within 10 business days will result in deducting the amount
of the travel advance from your next available payroll check.

To request a cash advance, please submit an Employee Advance in the accounting software.
Attach or forward the Out-of-District Travel Form to the Accounts Payable Specialist. Such
requests should be made at least ten (10) business days prior to departure date when possible.

Within ten (10) business days of return, complete the Actual Travel Expenses section of the
Out-of-District Travel Form. If the cash advance exceeds the amount of claimed expenses,
submit any unused cash to your campus/department secretary. If the expenses exceed the
advance, a reimbursement check will be issued after all required documentation is received by
the Accounts Payable office.

Student Travel

Any In-State or Out-of-State trips taken by students organization or other student groups shall
require approval by the Superintendent. Please see Student Travel Manual for more details.
(Board Policy FMG Local)

The reimbursement rate for student meals in-state or out-of-state is $51/day — breakfast $14,
lunch $17, and dinner $20. The reimbursement rate for faculty in attendance is $63/day —
breakfast $16, lunch $19 and dinner $28. Overnight lodging is not required of the students or
faculty chaperoning students to receive meal reimbursement for student-related events.

FISD campuses/departments may provide a per diem to all students and faculty in attendance
for a field trip, UIL athletic event, and UIL academic meet. However, local funds may only be
used for district and post-season games/meets. Activity funds must be used for non-district
games/meets unless special circumstances apply. Per diems outlined in this document apply to
the use of activity funds as well.

When the coach/sponsor pays for the group in a single transaction, the itemized restaurant
receipt should be turned in to the Accounts Payable office. When per diem is provided to each
student for individual transactions (such as a concession stand), the students must all sign the
Forney ISD Per Diem Form, and the form submitted to the Accounts Payable office.

Transportation Chargeback

The use of school buses for fieldtrips and other events will be subject to a $1.70 per mile
chargeback by the Business Office. The chargeback for use of school vehicles is $0.33 per mile
in events where the Transportation department is not required to provide driver.

Campus and department administrators are responsible for reviewing their budgets prior to a
trip and ensuring adequate funds are available for the trip.
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In-District Mileage

In-district mileage reimbursement will only be available to paraprofessional staff (subject to
campus/department budget availability) at $0.50 per mile. All paraprofessional in-district
mileage must be approved in advance by the supervising administrator.

Professional in-district mileage will only be reimbursed for staff who perform duties at multiple
sites on a daily basis. In such cases, the district budget can be charged the related costs
($0.50 per mile for personal vehicle).

For those employees eligible for in-district mileage reimbursement, the mileage chart found in
the Financial Services Knowledge Base shared Google drive shall be used.

One Way g | 8¢ . g | = z efle,|s | E| 8 F
i z w | £ x §| s o | 8 £ 3| = 2| §§ s 5 2
ADMIN 180 | 570| 050 | 700 | 260| 0.20| 200 | 0.90 | 340 | 640 | 350 | 480 | 250 | 6.10| 260 | 430 | 260| 3.10| 480 | 510 | 3.00 | 24.30 | 24.00| 530 | 0.50 3.80 2.90
FHS 1.80 510 | 220 | 585| 410 190 375| 080 1.70| 450| 320 | 650 | 0.80| 5S.20| 410 | 450 | 410 | 2.00| 3.70 | 460 | 490 25.30 | 25.00| 470 | 2.30 2.80 4.80
NFHS 570 | 5.10 610 | 220| 470 S80| 420| 520 | 490| 160 270 )| 700 | 480 | 0.20| 470 | 160 | 470| 640 | 530 | 1.10| 440 | 2840 | 28.10| 1.30| 6.20 540 460
C. Jones 050 | 2.20| 6.10 750| 320 0.30| 250 140 | 400| 6.90| 400 | 530 | 290 | 660 3.20| 490 | 320 1.90| 510 | 560 | 3.50 | 24.80 | 24.50| 580 | 0.10 3.90 340
BMS 700| 585| 220| 750 480| 720| 610 | 560 | 550 | 1.10| 400 | 935| 520 | 2.10| 480 | 300 | 480 | 7.30| 450 | 160 | 540 | 29.20 | 28.90| 3.00| 5.60 4380 5.30
JMS 260 | 410| 470 320 | 480 270| 180 360 | 400| S00| 190 | 230 | 390 | 4.80 - 290 | 030| 580| 6.10| 3.70 | 0.20 | 23.70 | 23.60[ 3.70 | 3.50 460 0.30
Annex 020| 1.90| S80| 030 | 720 | 270 220 1.10| 360 | 6.50| 380 | 500 | 260 | 580 | 270 | 440 | 270 | 3.20| 500 | 540 | 3.30 | 24.50 | 24.20| 560 | 0.30 4.10 320
Criswell 200| 3.75]| 420| 250 | 6.10| 1.80| 220 300| 340| 440 150 290| 330 420| 180 | 350 1.80| 5.00| 500 | 3.80 | 1.00 | 24.30 | 24.00| 3.70 | 2.50 4.00 0.90
Claybon 090| 080| S20| 140 | 560 | 360 | 1.10| 3.00 260| 570 | 3.10| 600 | 160 | 5.10| 360 | 450 | 360| 2.10| 3.80 [ 470 | 410 | 2540 | 25.10| 480 | 1.50 3.10 4.00
Henderson 340 | 1.70| 490 | 400 | 550 | 400 | 360 340 | 260 570] 290 | 690 | 0.80| S.00| 4.00 | 450 | 400 | 3.70| 1.30 | 440 | 500 26.60 | 26.30| 460 | 3.70 0.40 460
Blackbum 640 | 450 | 160| 690 | 1.10| S00| 6.50| 440 | 570 | 570 280 | 820 | 550 | 1.30| 500 | 3.10| S00| 6.10| 4.10 | 240 | 5.00 | 28.00 | 27.70| 390 | 6.10 5.10 540
Crosby 350| 320| 270 | 400 | 400 | 190 | 380 | 150 | 3.10| 290 | 2.80 420 270| 270| 190 | 220 | 190| 440 | 430 | 240 | 230 2660 | 26.30| 260 3.70 340 230
Lewis 480| 650| 7.00| 530 | 935| 230 | 500| 290 | 600 | 690 | 820| 420 670 | 710| 230 | 510 | 230| 7.80| 760 | 6.70 | 3.10| 25.50 | 24.20| 660 | 550 6.70 290
Rhea 250| 0.80| 480 | 290 | 520 | 390 | 260| 330 | 160 | 080| 550| 270 | 6.70 470) 390 | 430 390| 2.80| 240 | 450 | 5.30| 26.30 | 26.00| 500 3.10 1.30 520
Smith 610 5.20| 0.20| 660 | 210 | 480 | 580 | 420| 510 | 500 1.30| 270 | 7.10 | 4.70 480 | 180 480| 640 | 480 | 1.20| 4.10 | 29.20 | 28.90| 1.30| 6.20 5.40 420
Rhodes 260 | 410| 470 | 320 | 480 | - 270 | 180 | 360 | 400| S.00| 190 | 230 | 390 4.80 290| 020 S60| 7.20 | 3.80 | 040 | 23.70 | 23.60| 490 | 3.40 4.80 0.20
Griffin 430| 450| 160 490 | 300| 290| 440 | 350 | 450 | 450| 3.10| 220 | 510 | 430 1.80| 2.9 290| 660| 580 | 1.30| 220 | 27.80| 27.70| 1.50| 5.20 440 2.80
Aquatics 260| 410| 470| 320 | 480 | 030| 270 | 180 | 360 | 400| S00| 190 | 230 | 390 | 480 | 020 | 290 570 | 6.00| 3.80| 020 | 23.70 | 23.60| 3.10| 3.40 490 0.10
Johnson 310 ]| 200| 640| 190 | 730 | 580| 320 500| 210 | 3.70| 6.10| 440 | 780 | 280 | 640 560 | 660 | 570 530 | 660 | 570 | 27.70 | 28.30| 6.00 | 2.00 4.00 5.60
Willett 480 | 3.70| S30| 510 | 450 610| S00| 500 | 380 | 1.30| 410)| 430 | 760 | 240| 480 | 720 | 580 | 6.00| 5.30 520 | 640 27.20| 27.60| 560 | 5.30 1.20 6.60
Dewberry 510 ) 460 | 1.10| 560 | 160 | 370 | S40| 380 | 470 ) 440| 240 240 )| 670 | 450 | 1.20| 380 | 1.30| 380| 660 520 6.10 | 27.40 | 27.20| 060 | 6.40 5.60 6.90
the OC 300) 490 | 440| 350| 540 | 020 | 3.30| 100 410 )| 500| S00| 230 | 3.10| 530 | 4.10| 040 | 220 | 020 | S.70| 640 | 6.10 26.00 | 2360 360 | 3.60 470 0.60
§Re$:°':/;? 24.30| 25.30| 28.40| 24.80| 29.20| 23.70| 24.50| 24.30| 25.40| 26.60| 28.00] 26.60| 24.50| 26.30| 29.20| 23.70| 27.80| 23.70| 27.70| 27.20| 27.40( 26.00) 0.30 | 28.50] 2490 | 26.20 | 24.20
mx 10 24.00| 25.00| 28.10| 24.50| 28.90| 23.60| 24.20| 24.00| 25.10| 26.30| 27.70| 26.30| 24.20| 26.00| 28.90| 23.60| 27.70| 23.60| 28.30| 27.60| 27.20| 23.60| 0.30 2860| 2460 | 2590 | 24.30
new FLA 530| 470 | 1.30| 580 | 3.00| 3.70| 560| 370 | 480 | 460| 3.90| 260 | 660| 500| 1.30| 49| 1.50| 3.10| 6.00| 560 | 060 | 3.60 [ 28.50 | 28.60 5.70 490 3.80
new Warren 0.50( 230| 620/ 0.10( S.60| 3.50| 0.30( 250| 1.50| 3.70| 6.10f 3.70| S50 3.10| 620 340 520 3.40| 200| S5.30| 6.40| 3.60| 24.90| 24.60| 570 430 340
Themer Middld 3.80| 280| 540] 390 4.80| 460| 4.10] 400 3.10] 040 510 340| 6.70| 1.30| 540| 4.80] 440| 490] 400] 1.20| 560 4.70| 2620 2590 4.90| 4.30 240
Wilson 2.90] 480 460 340 s30] 030] 320[ 090] 4.00[ 460 540 230] 2.90] 520[ 420 020 280 0.10] 560[ 6.60] 6.90] 0.60] 2420] 24.30] 3.80] 340 [ 440
Miscellaneous

e FISD will not provide reimbursement for any travel expenses incurred by an employee
that does not have sufficient budgetary funds available at the time of reimbursement.

e In cases in which the spouse (who is not an FISD employee on school business) and/or
children accompany the employee, no expenses for family members shall be included.
Only single standard rates are to be included in the request for reimbursement, and that
amount should be validated on the receipt at the time of checkout. For example, if
double room occupancy costs $75 and single $60, the employee will be reimbursed at
the $60 rate if the room is shared with the spouse.

e The District will not provide reimbursement for movies, conference shirts,
entertainments, valet parking services (unless self-parking is not available), personal
telephone calls, or other unauthorized expenses.

e FISD will not provide reimbursement for tips or gratuities of any kind unless mandatory
on a large party receipt.
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Summary of Local/Federal Reimbursement Amounts

These rates and/or limits are effective 9/1/2024 and are subject to change. The rates currently
in effect for travel with both local and federal funds are summarized below.

. Local/Federal

Mileage 50 cents per mile
Airfare Average coach fare
Meals $63 per day for staff/$51 per day for students
. Lodging Lowest available rate limited to allowable state/federal rate

(unless approved by Supt)

Post-Trip Procedures

e Within ten (10) business days after returning from a trip, complete the second half of
the Out-of-District Travel Form listing dates and times of trip and reimbursable expenses
for each day. Include copies of all expenses related to airline tickets, hotel, car rental,
etc.

e If money is owed to the district (e.g., cash advanced received), submit completed Out-
of-District Travel Form and any unused cash to your campus/department secretary
within ten (10) business days of return.
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