Lampasas ISD Travel Checklist

To ensure compliance with this Board Policy and Travel Procedures, the following checklist has been developed to aid the traveler. In addition, the Travel Procedures are available on the district website.  Please contact the business office if you have any questions.
Traveler Checklist:

Preparation:
· Review Travel Procedures (available on the District website under Departments > Finance > Procedures, Forms, and Exhibits).
· Request approval from Campus Principal / Department Director prior to registration/travel.

· Campus Principal / Department Director or designee should verify that funds exist in the campus/department budget.
· Employee Only Travel:

· Obtain copy of training/conference brochure to verify the registration fee and deadline(s).
· Obtain required form(s): 
· Out of District Travel Reimbursement Request 
· Hotel Occupancy Tax Exemption Certificate (for hotel state sales tax)

· Sales Tax Exemption Certificate (for sales tax on parking, etc.)

· Employee Traveling with Students:

· Obtain required form(s): 
· Student Travel Cash Meal Allowance Receipt Form
· Reimbursement to Citibank Credit Card (meals, hotel, food when traveling with students) 

· Reimbursement to Employee (traveling w/students only if Citibank credit card not available)
· Hotel Occupancy Tax Exemption Certificate (for hotel state sales tax)

· Sales Tax Exemption Certificate (for sales tax on parking, etc.)

Before the Trip (as applicable):
· Campus / Department should submit online Skyward requisition(s) for registration and any Citibank Credit Card charges where reservations are made in advance (Hotel, Flight, Rental Car, Taxi/shuttle, Student per diem for meals, etc.).  (Campus secretaries shall complete for campus-based travelers.)
· A separate requisition is required for each vendor.
· Registration, flight, and lodging requisitions may be submitted for multiple travelers attending the same event. The name of each traveler must appear on the requisition.
· All requisitions must have the event name, city of travel, date(s) of travel, traveler(s) and budget code(s).
· After campus / department approval, the Purchasing Coordinator will process the purchase orders (only registration fees and student meal per diem will be paid prior to the travel). 

Note: All Pre-Trip activities must be completed before a check or Citibank / fuel credit card can be issued by the Business Office.  Please plan ahead to ensure that all deadlines are met.

During the Trip:

· If a Citibank or fuel credit card was issued, present the card at any approved merchants: hotel, taxi/shuttle, gas station, etc. The Citibank credit card shall not be used for employee meals (unless eating with students); or for any expenditures at a non-travel merchant such as supplies, services, etc. 
· A “detailed” receipt is required for all Citibank and fuel credit card expenditures.
· In the event that the trip is extended due to extenuating circumstances such as weather or other delays, contact your immediate supervisor and the business office to request additional funds and an extension in the authorized travel dates.

After the Trip (as applicable):

· Complete and submit an Out of District Travel Reimbursement Request form within 10 days of the trip. (Campus/Department secretaries may help complete the form for the traveler, except for the traveler’s signature.)
· Submit a copy of the travel event registration form and schedule of events. 
· Submit a MapQuest or a Google Maps printout with the total miles to/from the travel event.

· Document the meal per diem allowed for meals not included in event / hotel registration.

· Attach “detailed” receipts for all transportation (taxis, shuttles, rental cars, etc) if paid with personal credit card.
· Attach parking receipts, if any.
· Attach the hotel receipt if paid with personal credit card (state sales tax for Texas hotels will not be reimbursed; local occupancy tax will be paid, if applicable).
· Return the Citibank and fuel credit cards the first business day following your return and be sure to give the signed detailed receipts to the campus / department secretary so a PO may be completed if not completed prior to the travel.

· If you checked out a Citibank or fuel credit card from the Business Office, it should be returned the first business day following your return.  Do NOT send through campus mail.

· Employee travel, a check / direct deposit will be issued to the traveler after review and approval of the Out of District Travel Reimbursement Request form.

· Supervisors should review and sign the Out of District Travel Reimbursement Request form and forward with all supporting receipts to the Business Office for verification and approval to ensure that the traveler complied with the district travel procedures prior to approval and payment.

· If traveling with students, you may need these forms: Student Travel Cash Meal Allowance Receipt Form; Reimbursement to Citibank Credit Card (traveling with Students Only); Reimbursement to Employee (traveling w/students only if Citibank credit card not available).
· Return any excess funds within 3 days if a per diem check was issued to a sponsor (student travel only).
· Include a Student Travel Cash Meal Allowance Receipt Form with all student/sponsor signatures showing receipt of meal per diem to the Accounts Payable Specialist.
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