
Travel and Conference/Professional Development Purchases 

 

Trip planning takes time for processing.  Begin at least three weeks in advance of the 

proposed trip.  Summer travel should all be planned and booked before school is out at the 

end of May.  In general, these should be done like any other purchase using the Skyward 

Requisition process.  Travel, conference, and professional development paid for out of 

campus budgets will be approved by the principal/department head, just like any other 

purchase.  For travel paid by federal funds, the following information must be submitted to 

Molly Johnson on the Professional Development Form and approved by her.  Attach the 

APPROVED Professional Development Request Form to the Requisition, electronically.   

 

Hotel:   The Comptroller’s Guide for Lodging will be followed for the purchase and reimbursement of 

 Hotel Rooms for employee travel.  ( https://fmx.cpa.state.tx.us/fm/travel/travelrates.php)  

 When employees share a room, the acceptable rate may be adjusted.  The employee may 

 choose to pay the difference for a room that is in excess of the Comptroller’s Guide.  When 

 employee travel is REQUIRED, and a hotel cannot be found that meets the Comptroller’s Guide, 

 the superintendent may authorize an increased rate.   

 The district will maintain membership in a State of Texas Purchasing Cooperative that allows for 

 state contract rates to be obtained at hotel listed in the State Contract Directory 

 (https://portal.cpa.state.tx.us/hotel/hotel_directory/showalpha.cfm?st=TX&fy=2017 ) When 

booking a state  contract hotel, call the hotel and specify you are requesting a state contract rate.  

If there is a PARKING charge, include that in the requisition on a separate line. You 

MUST take a HOTEL 

Thttp://portal.cpa.state.tx.us/hotel/hotel_directory/map.cfm?fy=2015AX EXEMPT 

FORM.  They are available in the business office and will have on the back of them a 

letter stating that you are an employee of an agency that qualifies for a state rate. 

 

General Information:  Most hotels will ask for a credit card for incidental charges 

(phone, TV movies, bottled water, etc).  Incidental charges are the responsibility of the 

employee and the employee’s personal credit card should be used for incidental 

charges.   

  

  



Hotel Payment:  CREDIT CARD You must enter a requisition with the Vendor specified 

as the American Express.  In the Description fields, be sure to include the number of 

rooms, nights, the hotel name, and the purpose of the stay.  Add 9% for estimated local 

taxes. If the Hotel charges for parking, be sure to include that as a line item on the 

requisition. Attach, electronically, the reservation and the conference or activity 

registration.  Print the APPROVED purchase order. Before leaving for the trip, bring a 

copy the Purchase Order to the Business Office, and “trade” the PO for the American 

Express Card for your campus/department.  You will charge the room to the American 

Express Card and bring back the receipt along with the card to the Business Office. You 

are responsible to see that STATE taxes have not been charged. You will receive a Hotel 

Tax Exempt Form when you pick up the credit card.  If you have chosen to stay at a hotel 

that does not meet the Comptroller’s guidelines, you must inform the hotel you are 

splitting the payment, and make sure only the amount approved on your PO is charged 

to the American Express Card.  

 

 

 

Registration:  Conference/Professional Development/ Activity Registration and Fees may be 

made by Check Request or Purchase Order. 



Purchase Order:  You must enter a requisition with the Vendor specified as the entity to 

which the check should be sent.   In the Description fields, be sure to include the name 

of the event, dates, and the purpose.  Attach, electronically, the conference or activity 

registration.  Once the Purchase Order is approved, send it to the entity, as required.   

Check request:  You must enter a requisition with the Vendor specified as the entity to 

which the check should be sent.   In the Description fields, be sure to include the name 

of the event, dates, and the purpose.  Attach, electronically, the conference or activity 

registration.  Once the Purchase Order is approved, print it, write “CHECK REQUEST” 

across the front, and send it to the business office.  A check will be cut for you to send, 

or if you prefer, you can send the Registration Information with the PO, and we will mail 

the check and Registration for you.  Note on the PO, “PLEASE MAIL.” 

 

Reimbursements for Meals, etc:  You must enter a requisition with the Vendor specified as the 

EMPLOYEE NAME to which the check should be made out.   In the Description fields, be sure to 

include the name of the event, dates, and the purpose.  Attach, electronically, the conference 

or activity registration.  Enter maximum reimbursement for meals as below: 

 

Reimbursement Rate:  Breakfast $8.00      Lunch  $12:00     Dinner  $16.00 

Receipts A receipt must be returned with the PO for every meal for which reimbursement is 

requested.  Each receipt will be reimbursed up to the allowable amount for that specific meal.  

Examples:  A lunch receipt for $13.98 will be reimbursed at $12.  A lunch receipt for $7.98 will 

be reimbursed at $7.98.   

If you need to pay for parking for the event, enter that as an item on the requisition, as well. 

Mileage reimbursement (ONLY WHEN A SCHOOL VEHICLE IS UNAVAILABLE) must be entered 

on the requisition with the number of miles as the Quantity, and the Unit Price as $0.575.   

Mileage should be determined by googlemaps, or equivalent, from Breckenridge to the 

destination and back only.   



 

 

An email from Transportation must be attached stating a school vehicle was not available in 

order to receive mileage reimbursement.   

     

 

NOTE:  Employee meals for NON-OVERNIGHT travel will only be paid only in the following instances: 

As employees supervising students are expected to eat with students, they will have meals paid for at 

the same rate as student meals for both day and overnight travel.  

When an employee is attending a meeting, training, or other required event that includes a meal, the 

meal will be paid for by the district directly to the event sponsor, not reimbursed to the employee. 

 

 

 


