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Know Before  
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Travel is Stressful Enough…..  
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What every Traveler Should Know 

School district policies, procedures, forms and 
checklists to determine:  

 What travel expenses are allowable  

 What travel expenses are not allowable  

 What travel forms must be completed before 
 and after the trip 
 Consequences of paying for non-approved    

  travel expenses 
 Consequences of falsified travel records  
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What every Traveler Should Know 

All travel expenses must meet federal, state 
and district guidelines: 

 The district’s guidelines are posted on the 
district’s webpage.  

 The district uses the travel rates as 
 established by the Comptroller and General 
 Services Administration (GSA).  
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State Comptroller (TexTravel) 
Travel Reimbursement Rates 

Employees 

In-State or Out-of-State Lodging Refer to the GSA’s federal Domestic Maximum Per Diem Rates provided at  
https://www.gsa.gov/travel/plan-book/per-diem-rates. 

If the city is not listed, but the county is listed, use the rate of the county. 
 
For areas not listed (city or county), please use the standard rate  

In-State or Out-of-State Overnight 
Meals  

In state: Not to exceed $36 (receipts required only for federal funds) 
Out of State: maximum allowable http://www.gsa.gov/perdiem  

Automobile Mileage $ .58 cents per mile (rental must be used if best value to the District) 
 

 

 

 

http://www.gsa.gov/perdiem
https://www.gsa.gov/travel/plan-book/per-diem-rates
http://www.gsa.gov/perdiem


     
 

LR 1/1/19 

 

State Comptroller (TexTravel) 

Federal Rate Schedule (GSA schedule)   
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What every Traveler Should Know 

The district’s Travel Checklist 
provides guidance for 
travelers from before the trip to after the trip:  

•Preparation steps  

•Before the Trip  

•During the Trip  

•After the Trip    
 

   

 



     
 

LR 1/1/19 

What every Traveler Should Know 
Submission and approval of a Time-Off Request through 
Skyward for Travel and/or the Request for Travel Advance, 
along with the Travel Expense Report is required for all 
in-state and out-of-state travel. The forms are on the district 

website.    
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What Travel Expenses are Allowable 
 Meals 

 Meal tips for large student groups only!  

 Lodging  

 Transportation  
 Flights  

 Mileage  

 Rental car, Taxi, shuttle, etc.  
 Parking charges  

 Toll charges  

 Registration Fees   
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What Travel Expenses Are Not Allowable 
 Tips 

 Alcoholic drinks or beverages   

 Entertainment expenses, such as in-room movies, fee-based hotel 
amenities such as gyms, spas, etc.   

 Expenses for spouses or other non-district employees   

 Expenses due to the traveler’s failure to cancel a registration or travel 
arrangements (except for extenuating circumstances)   

 Hotel Internet charges (unless expense is work-related and 
pre-approved on travel authorization)   

 Non-substantiated or fraudulent travel reimbursement requests shall 
be non-allowable travel expenses. Travelers who submit fraudulent 
travel reimbursement requests shall be subject to disciplinary action, 
up to and including termination of employment.   
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Registration Fees 
The District shall pay the 
registration fee for the conference 
or event.  
 Exclusions:  

 Fee-based optional events that 
are for entertainment purposes.  
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Lodging 

The District shall reimburse the actual lodging costs 

for work-related travel events.  
 Exclusions:  

 Lodging/luggage tips  

 Reimbursing State Sales Tax  

 Fee-based amenities such  
as spas, gym,  
Internet, etc.  
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Transportation 
The District shall pay/reimburse the actual cost of 
transportation, as appropriate, to/from the 
destination. (Traveler should choose method that is 
best value for the District) 

 Flight  

 District-owned vehicle  

 Personal vehicle (mileage)  

 Toll charges  
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Transportation 
The District shall pay the actual cost of transportation, 
as appropriate, at the destination such as:  

 Taxi, shuttle, etc.  

 Rental car  

 Parking fees 

 Exclusions:  

 Tips for taxi or shuttle   
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A Happy Traveler Is….. 
 

A traveler who survived the trip….and was 
reimbursed for all of their travel costs because 
he/she knew exactly what costs were allowable.  
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Resources 
 

 Burkburnett ISD Travel Procedures 

 Burkburnett ISD Travel Checklist 

 Burkburnett ISD Request for Travel Advance 

 Burkburnett ISD Travel Expense Report   
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Questions 
 
 
 
 
Submit your questions via email to: 
 
Laura.richards@burkburnettisd.org 
 
  


