
TRAVEL PROCEDURES FOR STAFF 
(ie. Conferences, trainings etc.) 

Fill out Pre‐Approval Travel Request Form 

Form must be submiƩed to your admin/supervisor fiŌeen (15) business days prior to non‐overnight travel and thirty (30)       

business days for overnight travel.  

*If this is a Perkins Grant Funded travel expense,  it MUST be approved by Dale Moon and his wriƩen approval  MUST be       

submiƩed with Pre‐Approval Travel  Request form to Lindsey Hart at the District Office aŌer Admin/supervisor signs form. 

Level Directors and Superintendent to approve travel request and return to Lindsey Hart with final signatures.  

Admin/supervisor to look over form and submit to Lindsey Hart at District Office for Level Director and Superintendent approval.  

The event informaƟon needs to be submiƩed with the form.  

Lindsey Hart to send approved travel request back to requester within 3‐5 business days once complete 

Lindsey will book all flights and any Perkins Grant funded travel, as well as hotel reservaƟons that will be over $5,000 total 

All event registraƟons to be completed by the school and/or department directly. 

Requester to send Lindsey Hart full legal names of travelers, their DOBs, and any specific informaƟon for the trip, i.e., hotel 

names, flight Ɵmes etc.  NO RESERVATIONS WILL BE BOOKED WITHOUT THIS INFORMATION 

Lindsey  will make travel arrangements and send confirmaƟons to the original requester and all travelers to keep for their      

records and travel purposes 

All forms and receipts submiƩed by the 10th of each month 

will be reimbursed by the 20th. All forms and receipts    

submiƩed by the 20th of each month will be reimbursed by 

the 10th of the following month 

For Reimbursement by Receipt Travel                             

This includes expenses like parking, mileage, bag‐

gage fees and car rentals if not paid by the District. 

All receipts must be submiƩed with the reimburse‐

ment form along with a copy of the events iƟner‐

ary.  Funds will be directly deposited into the        

employees bank account that is on file.  

For Per Diem Reimbursement (Overnight      

Travel)       

This is for meals only.  Travelers must submit the 

city/county’s per diem rates with reimburse‐

ment form. Funds will be directly deposited into 

employees bank account on file.  

Reimbursements for Taxable Benefit 
Expense: 

Example: a meal for a non overnight train‐
ing will be reimbursed through payroll.   

Employees to submit reimbursement forms to Lindsey Hart within ten (10) business days post training per district policy 

AFTER TRAVEL REIMBURSEMENTS 


