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Out-of-District Travel 
Policies and Procedures 

 
 
Every employee given authorization to travel assumes 
a responsibility to the taxpayers of the district to keep 
the cost of travel to a minimum.  Falsification of 
expenses on the Travel and Expense Voucher may 
lead to disciplinary action. 
 
Employees shall be reimbursed for reasonable travel 
expenditures according to Board policy and the policies 
and procedures outlined in this document.  This document 
outlines the maximum amounts that may be reimbursed.  
Individual campuses/departments may impose additional 
limitations on expenditures due to budgetary constraints.  
Prior approval for all out-of-district travel shall be obtained 
before any expenses, including prepaid expenses, are 
incurred.  A Short Leave Form is used to indicate 
approval from the appropriate supervising administrator 
and supervising superintendent and to provide an 
estimate of expenses.  No travel reservations will be made 
until an approved Short Leave Form has been submitted. 
 
All Travel Forms are located on the Accounting website – 
Alief Homepage > Departments > Accounting > Forms and 
Resources > Travel Forms and Resources. 
 
 

Limitations on Travel 
 

The funding of out-of-state travel has been suspended 
as of the 2017-18 fiscal year regardless of the funding 
source and remains suspended until further notice.  
The travel limitations for out-of-state travel below are 
for informational purposes and apply only to 
exceptions made by the superintendent or appropriate 
deputy superintendent. 
 
Attendance records for the year must be submitted along 
with the Short Leave Form to facilitate review and 
approval for travel.   
 
Superintendents/Directors/Coordinators 
• One out-of-state conference per year 
 
Campus Administrators 

• Principals and associate principals—one out-of-state 
conference per year 

 
• Assistant principals—out-of-state conference every other 

year (assigned rotation) 
 

Additional requests for out-of-state travel for both 
categories above must be approved prior to registration. 
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Deviations from the stated 
procedures can result in non-
reimbursed expenses.  If you have 
questions or need any assistance 
regarding travel procedures, please 
contact the Accounting Department 
at extension 29182 or 29187. 
 
 For questions or assistance 
regarding travel with federal funds, 
contact Patty Dillard in the Federal 
Programs/Grants Department (ext. 
29167). 
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Specialists 
• Each campus may send a maximum of two specialists per year to an out-of-state 

conference. 
• Requests for school business (out-of-district conferences/in-services) will not be 
 approved if the total number of absences exceeds 15 days. 
 

Classroom Professionals (including speech therapists) 
• In-state travel only during school year 
• Requests for school business (out-of-district conferences/in-services) will not be 
 approved if the total number of absences exceeds ten days. 
• The number of multiple or consecutive days should be limited, particularly close to 

testing days. 
• Supervising student activities such as UIL events and chaperoning field trips are not 
 included in the ten-day count. 
 

Non-classroom Professionals (including counselors, nurses, librarians) 
• Each campus may send one non-classroom professional per year to an out-of-state 
 conference. 
• Requests for school business (out-of-district conferences/in-services) will not be 
 approved if the total number of absences exceeds ten days. 
 

Paraprofessionals 
• Supervisors will approve in-state travel as appropriate. 
 
Pre-Trip Procedures    
 

• Complete a Short Leave Form at least three to four weeks prior to travel and receive 
necessary approvals.  Short Leave Forms should include estimates of all categories 
that may need to be reimbursed.  The dates on the Short Leave Form should match the 
dates for which charges will be remitted.  Your signature on a Short Leave Form 
reflects your understanding of the Travel Policy and adherence to the terms of the 
policy.    

•       All travel that requires expenditure of federal funds will require prior approval from the 
Federal Programs/Grants Department. After the appropriate supervising administrator 
and supervising superintendent have approved a Short Leave Form, it must be sent to 
the Federal Programs/Grants Department for approval. 

•         If airline tickets/rental car are needed, ask the campus/department secretary to complete 
a Travel Reservation Request at least three to four weeks prior to the date of travel. 
Send the Travel Reservation Request and a copy of the approved short leave form to 
your designated contact person (see Air Travel section of this document).  There is 
usually a significant discount for tickets purchased 60 or more days in advance, so 
please send the Travel Reservation Request as early as possible. If you anticipate 
ground travel instead of air, in no case should this expense exceed the cost of air 
coach travel, contact your designated contact person prior to completing the Short 
Leave Form for the maximum mileage allowance approval. 

• Registration, hotel reservations, and cash advance requests must be arranged at 
 the campus/department level. 
• If a cash advance is needed, initiate a check requisition, attach a copy of the approved 

Short Leave Form, and the approved Cash Advance for Travel Request Form and 
submit to the Accounts Payable Department before the All Employee Reimbursements 
payroll deadline for the payroll prior to departure date. Cash advance requests should 
not exceed the estimate on the Short Leave Form. 

• 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.  You may need to have your Alief 
 identification badge with you at check-in.  Some hotels require proof of employment 
 such as a pay stub or an identification badge. 
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Cash Advance 
 

An employee may request a cash advance, when necessary, for out-of-town travel expenses; 
i.e. hotel, mileage, meals, parking and tolls.  Please note that under normal circumstances we 
will not issue checks directly to a hotel.  Processing cash advances is very time consuming.  If 
the Travel and Expense Voucher is completed in a timely manner, employees will almost 
always receive reimbursement prior to receiving a bill for travel expenses charged to their 
personal credit card company.  Cash advances are not issued for mileage alone. 
 
A check requisition with a copy of the approved Short Leave Form, Cash Advance for Travel 
Request Form, Hotel Confirmation, MapQuest, etc. should be sent to the Accounts Payable 
Department to request a cash advance.  Such requests must be made before the All Employee 
Reimbursements payroll deadline for the payroll prior to departure date.  The Short Leave 
Form should include all categories that may need to be reimbursed and the cash advance 
should not exceed the estimate on the short leave form.   
 
Upon return, this advance should be reported on the Travel and Expense Voucher form and 
deducted from the amount of reimbursement requested.  If reimbursement is due to traveler, 
initiate a check requisition, receive necessary approvals, attach an approved Travel and 
Expense Voucher form and send to the Accounting Coordinator in the Accounting Department. 
If money is owed to the district, submit an approved Travel and Expense Voucher and a 
check/money order made payable to Alief ISD for the amount owed to the Accounting 
Coordinator in the Accounting Department. 
  
Your signature on the Cash Advance Request Form reflects your understanding of the 
Travel Policy and adherence to the terms of the policy.  If accounting for the cash 
advance is not made within 10 days you authorize the District to withhold the amount of 
the cash advance from your next paycheck.  
 
 

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.  Car rental will only be allowed with prior Area/Assistant 
Superintendent approval and the traveler must provide a cost analysis to justify the expense 
(ex. Taxi vs. Car Rental). In order to obtain the lowest rental rates, employees must use car 
rental agencies arranged by their contact person. 
 
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. It will be necessary to purchase Collision Damage Waiver 
(CDW) and Limited Damage Waiver (LDW) insurance, unless under the State rental car 
contract.  If insurance is not arranged, employees will not be covered by the district’s insurance 
should an accident occur. 
 
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 for rental car expenses will occur when expenses are listed on the Travel and 
Expense Voucher and an itemized receipt is provided.  
 
 

Taxi / Rideshare (Uber, Lyft, etc.) 
 

Original receipts must be submitted to be reimbursed for taxi and rideshare costs. A reasonable 
tip is considered to be 15% - 18%. Tips can be reimbursed from Local Funds only, not to exceed 
18%. Any built in gratuity is to be considered the tip. 
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Meal Expenses 
 

Meals are reimbursable at the actual costs for meals not to exceed $50.00 per day in state 
(effective 9/1/2019) or the published GSA Rate per day out of state for travel. Refer to the 
following Web site for meal rates in other states:  
http://www.gsa.gov/portal/category/21287 
 
Original itemized receipts must be submitted to be reimbursed for meal costs incurred while 
traveling on school business. The district will not provide reimbursement for alcoholic 
beverages. A reasonable tip is considered to be 15% - 18%.  Tips can be reimbursed from Local 
Funds only, not to exceed 18%. Any built in gratuity is to be considered the tip. Federal Funds 
will not provide reimbursement for tips or gratuities of any kind. 
 
Travel reimbursement for meal expenses when overnight lodging is not required is considered 
taxable income according to the Internal Revenue Service (IRS); therefore, meals will not be 
reimbursed unless overnight lodging is required. In cases in which the spouse (who is not an 
AISD employee on official school business) and/or children accompany the school employee, 
no expenses for the family members shall be included.  Reimbursements for meal expenses 
incurred within the Houston metropolitan area (50 mile radius using the Administration 
Building as the starting point) are not allowed; however, if meals are included in the 
registration fee, the full registration fee will still be paid.  Meals purchased at Intercontinental 
and/or Hobby airports are allowed only if an overnight stay is required. Meals for meetings 
within the district will not be reimbursed.   
 

  
In State     Out of State Depart Before Return After 

 Breakfast $  13  or  26%          7:00 a.m.           10:00 a.m. 
 Lunch  $  14  or  28%            11:00 a.m.      1:00 p.m. 
 Dinner  $  23  or 46%          5:00 p.m.       6:00 p.m. 
   $ 50          100% 

      
 
For example, if travel commences at 8:00 a.m., the maximum reimbursement will be the actual 
costs up to the meal allowance for lunch and dinner.  If travel commences after 1:00 p.m., the 
maximum reimbursement will be the actual costs up to the meal allowance for dinner.  If the 
traveler arrives home before 6:00 p.m., the maximum reimbursement will be the actual costs up 
to the maximum allowance for breakfast and lunch.  The district will not reimburse meal 
expenses in excess of the maximum allowances.  Itemized receipts are required.  A credit 
card charge slip is not sufficient documentation. 
 
 

Personal Vehicle 
 

Travelers will be reimbursed at the approved district mileage rate (58.0 cents per mile effective 
02-01-19) for business use of their personal vehicle.  In no case should this expense exceed 
the cost of air coach travel. If more than one person is attending the same meeting, they 
should carpool in one vehicle.   
 
As required by HB 1924, when computing distance for reimbursement, mileage must be based 
upon the shortest route between points (round-trip from home/worksite to hotel).  Your signature 
on the Travel and Expense Voucher indicates that you have complied with this law.  Please 
use mapquest.com to calculate mileage allowed.  The district reimburses mileage to travel 
from your home/worksite to the hotel and back to your home/worksite.  Please provide an 
explanation of the business purpose on the Travel and Expense Voucher or mapquest printout 
for any mileage charges above those from your home/worksite to the hotel and back to your 
home/worksite. 



Travel Policy  Travel-5 
Updated: September 2019 

Hotel/Motel Expenses 
 

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.  Reimbursements for lodging expenses within the Houston 
metropolitan area (50 mile radius using the Administration Building as the starting point) 
are not allowed.  The district will not reimburse for overnight lodging within this area unless 
there are extenuating circumstances.  Prior approval must be received from the supervising 
superintendent. 
 
In Texas, a Hotel Occupancy Tax Exemption Certificate (located on the Accounting website – 
Alief Homepage>Departments>Accounting>Forms and Resources>Travel Forms and 
Resources) must accompany payment to the hotel to avoid paying state taxes. When checking 
into the hotel, provide the desk clerk with the Hotel Occupancy Tax Exemption Certificate.  
Some hotels require proof of employment such as a pay stub or an identification badge.  Upon 
check out, review the billing to ensure that state tax was not charged.  The district will not 
provide reimbursement for Texas state tax.  County and municipal hotel occupancy taxes 
may be reimbursed.  Original itemized receipts must be submitted to be reimbursed for 
hotel expenses. 
 
Accommodations can be guaranteed for late arrival by utilizing a personal credit card.  To avoid 
cancellation fees, the traveler is responsible for notifying the hotel prior to the cancellation 
deadline.  If the hotel is not notified by the required deadline, the traveler may be required to pay 
the cancellation fee or a night’s accommodation. 
 
In cases in which the spouse (who is not an AISD employee on official school business)  and/or 
children accompany the school employee, no expenses for the 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. 
 
The district will reimburse hotel charges for business telephone calls.  The district will not 
reimburse hotel charges for Internet connection fees unless the traveler receives prior written 
approval from the supervising superintendent.  Charges for movies and other personal charges 
will not be reimbursed. 
 
Overnight lodging will be reimbursed in accordance with maximums set by the GSA 
published rates.  This information can be obtained at the following Web Address: 
http://www.gsa.gov/portal/category/21287  If there is not a published rate for a particular city 
or location, the reimbursable rate will be $94.00. Hotel rates exceeding these rates per 
person per day must have prior approval from the appropriate Assistant Superintendent 
on the Short Leave Form.   
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 Air Travel 
 

Advance planning is crucial when requisitioning air travel.  Because of time restrictions in the 
ticketing process, tickets are purchased Monday through Thursday only.  An approved Short 
Leave Form is required before air travel requests will be processed. 
 
The following personnel will act as contacts for the designated campus/departments for all air 
travel: 
 
 
  Human Resources                      Dr. Elizabeth Veloz-Powell, ext. 29139 
  All Others           Edith Williams, ext. 29172 
 
 
All tickets for air travel must be requisitioned from your designated contact person by the 
campus/department contact and must be submitted on a Travel Reservation Request.  The 
Travel Reservation Request Form is located on the Accounting website - Alief 
Homepage>Departments>Accounting>Forms and Resources>Travel Forms and Resources. 
 
This form can be sent directly to your designated contact person via e-mail.  Upon receipt, your 
contact person will contact the district travel agency and obtain a tentative itinerary.  If you find a 
better rate than the one quoted by the district travel agent, forward flight numbers, times, and 
prices to your contact person.  She will in turn contact the district agent and attempt to purchase 
tickets at the lower rate.  Do not call your own agent or book flights over the Internet. 
 
All travelers must have valid photo identification when traveling.  Tickets are electronic and non-
transferable, so please notify your contact person prior to the date of travel if you are canceling 
a trip.  Any changes to airline tickets/reservations must be made through your contact person.  
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.   
 
The district will reimburse baggage fees for the first checked bag.  You must submit your 
receipt from the airline to be reimbursed. No excess/overweight baggage fees will be 
reimbursed. 
 
Each month, airline travel expenses will be charged to appropriate organization budgets by the 
Accounts Payable Department.  Please make sure the appropriate travel account (6411 or 
6412) to be charged has sufficient funds at the time tickets are requested.  Tickets are charged 
to a district credit card; so depending on the billing cycle, budget accounts will be charged within 
one to five weeks from the date of purchase. 
 
Tickets will not be purchased until the traveler has approved a tentative itinerary.  Once the flight 
is actually ticketed, any changes to the travel itinerary will require additional funds.  This 
expense will be charged to the traveler unless approved by a supervisor. 
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Student Travel 
 
AIR TRAVEL FOR STUDENTS:  
 

All air travel for students should be arranged through your contact person.  Procedures for travel 
arrangements for student travel are the same as for district employees, with the exception that a 
Medical Release Form is required instead of a Short Leave Form.  To make travel 
arrangements the following information is required:  1) student name/s (as it appears on student 
ID, driver’s license, or passport), 2) chaperone/sponsor name/s, 3) budget code to be used for 
expenses, 4) Medical Release Form, and 5) approved Travel Reservation Request for each 
person traveling (if trip requires air travel). 
 
HOTEL/MOTEL EXPENSES FOR STUDENTS:  
 

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. 
Reimbursements for lodging expenses within the Houston metropolitan area (50 mile radius 
using the Administration Building as the starting point) are not allowed. The district will not 
reimburse for overnight lodging within this area unless there are extenuating circumstances. 
Prior approval must be received from the supervising superintendent. 
 

In Texas, a Hotel Occupancy Tax Exemption Certificate (located on the Accounting website – 
Alief Homepage>Departments>Accounting>Forms and Resources>Travel Forms and 
Resources) must accompany payment to the hotel to avoid paying state taxes. When checking 
into the hotel, provide the desk clerk with the Hotel Occupancy Tax Exemption Certificate.  
Some hotels require proof of employment such as a pay stub or an identification badge.  Upon 
check out, review the billing to ensure that state tax was not charged.  The district will not 
provide reimbursement for Texas state tax.  County and municipal hotel occupancy taxes 
may be reimbursed.  Original itemized receipts must be submitted to be reimbursed for 
hotel expenses. 
 

Overnight lodging will be reimbursed in accordance with maximums set by the GSA 
published rates.  This information can be obtained at the following Web Address: 
http://www.gsa.gov/portal/category/21287  If there is not a published rate for a particular city 
or location, the reimbursable rate will be $94.00. Hotel rates exceeding these rates per 
person per day must have prior approval from the appropriate Assistant Superintendent 
on the Short Leave Form.   
 
MEAL EXPENSES FOR STUDENTS:  
 

Federal Funds: Meals are reimbursable at the actual costs for meals not to exceed $25.00 
per day (breakfast ($5), lunch ($8) and dinner ($12)) in state or at 60% of the published 
GSA rate per day out of state. Original itemized receipts must be submitted to be 
reimbursed for student meal costs. 
 

Local Funds or Activity Account Funds: Meals are reimbursable at the per diem of $25.00 
per day in state or at 60% of the published GSA per diem rate per day out of state.  
 

 Please use the Student Travel ONLY – Meal Per Diem Disbursement form (located 
on the Accounting website – Alief Homepage>Departments>Accounting>Forms and 
Resources>Travel Forms and Resources) 

o Complete before trip and print out to have students sign as money is disbursed 
o Turn the signed form in with the completed Travel and Expense Voucher for 

Student Travel upon completion of trip 
 Please list the names of students on the Travel and Expense Voucher for Student Travel 

(where it says List Name(s) of students included in any charges). 
 Please list the breakdown of student expenses on the Travel and Expense Voucher for 

Student Travel (separate from the sponsor’s). 
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Consultants 
 

Consultants who contract with the district are required to follow the district’s policies and 
procedures.  After receiving a Travel Reservation Request, the department contact person will 
coordinate travel arrangements.   
 
Federal Funds:  If consultant travel is to be charged to federal funds, a copy of the 
approved district’s Consultant (Independent Contractor) Agreement form should 
accompany the Travel Reservation Request and should be submitted to the Federal 
Programs/Grants Department. 
 
 
Summary of Local/Federal Reimbursement Amounts 
 

The rates in effect for travel with both local and federal funds are summarized below. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
These rates are subject to change in future years.  Out-of-state rates can be obtained by 
accessing the following Web site:  
http://www.gsa.gov/portal/category/21287 
 
All travel that requires expenditure of federal funds will require prior approval from the 
Federal Programs/Grants Department.  After the appropriate supervising administrator and 
supervising superintendent have approved a Short Leave Form, it must be sent to the Federal 
Programs/Grants Department for approval of expenditure of federal funds. 
 
 

Local/Federal 
 
Mileage  58.0 cents per mile (effective 02-01-19) 
    
Airfare   Coach fare 
 
Meals 

In-State  Lesser of actual cost or $50 per day (effective 09-01-19) 
Out-of-State  Lesser of actual cost or published GSA rate 

 
Lodging 

In-State  Lowest available published GSA rate or $94 if not published 
Out-of-State  Lowest available published GSA rate or $94 if not published 
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Post-Trip Procedures 
 
 Within ten working days after returning from a trip, prepare a Travel and Expense Voucher 

listing dates and times of trip and reimbursable expenses for each day.  Include original 
itemized receipts for all expenses (meals, airline tickets, hotel, car rental, etc.). Your 
signature on the Short Leave Form reflects your understanding of the Travel Policy and 
adherence to the terms of the policy. If accounting for the cash advance is not made within 
10 days you authorize the District to withhold the amount of the cash advance from your 
next paycheck. 
 

 Meals are reimbursable at the actual costs for meals not to exceed $50.00 per day 
(effective 9/1/19) or the published GSA Rate per day out of state for travel.   

o These receipts are to be taped to letter size paper in date order so that the 
auditors may easily review them.   

o Do not tape or highlight any writing on the receipts.  The adhesive and 
highlighter fluid dissolves the information. 

o Please submit your original Travel and Expense Voucher with original receipts. 
 

 Student and Sponsor expenses should be separated.   
o This can be done by using separate vouchers (Travel and Expense Voucher – 

Employee Travel and Travel and Expense Voucher – Student Travel) submitted 
together. These forms are located on the Accounting website – Alief 
Homepage>Departments>Accounting>Forms and Resources>Travel Forms and 
Resources. 

o Indicate on the receipt which charge(s) applies to the student or sponsor. 
 

 Receipts which are to be split between travelers:  
o These must show each traveler’s name or initials by the item that was for each 

traveler.   
o If the travelers were from different campuses please indicate that. 

 
 If reimbursement is due to traveler, initiate a Check Requisition, receive necessary 

approvals, attach a copy of the approved Short Leave Form, and the approved Travel and 
Expense Voucher, and send to the Accounting Coordinator in the Accounting Department.   
 

 If money is owed to the district (e.g., cash advance received), submit an approved Travel 
and Expense Voucher and a check/money order made payable to Alief ISD for the amount 
owed to the Accounting Coordinator in the Accounting Department.  Please do not send 
cash via interoffice mail.  Change is not available for cash payments. 
 

 The Travel and Expense Voucher must be signed by the employee and the supervising 
administrator. If the voucher is for a Principal it must be signed by their Area 
Superintendent.

 


