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Introduction 
 
This manual prescribes district policies and procedures covering the use of district credit cards 
authorized by Mansfield ISD for the payment of official travel and expenses.  
 
The district credit card is authorized for the purchase of certain goods and services while on 
approved, official school business. The district credit card saves taxpayers thousands of dollars 
by reducing administrative costs and providing a rebate. Compliance with this manual   will 
maximize refunds and minimize the risk of fraud, waste, and abuse.  The only person authorized to 
use the district card is the cardholder who is issued the card. The card is to be used for business 
purposes only. The card is not intended for personal use. Personal purchases will be considered 
misappropriation of    district funds, a criminal offense, and will be reported to the proper authorities.  
The card must not be used for other travelers or non-employee (such as family or friends) expenses.  
Inappropriate use of the card or failure to abide by this travel manual will result in revocation of 
the card and possible disciplinary    action, up to and including termination of employment.  
 
District Card General Information 

These policies and procedures provide the general guidelines for using the district credit card.  
 
The following important points should be reviewed before using the travel card. 
• District Card is issued in the district name. 
• All purchases made on the district card must be made by the person who signed the travel 

checkout form at card checkout. 
• The district card must be always kept secure. 
• Only use at places that accept MasterCard. 
• May only be used for school-related travel or expenses that are listed on the purchase order. 
• May only be used for paying for travel costs that have been pre-approved by the supervisor 

on the travel reimbursement form (federal funds) and/or purchase order. 
• All detailed original receipts for purchases must be submitted within 3 business days after 

the trip to the purchasing department. If any errors need to be corrected on receipts, those must be 
submitted to the purchasing department within 3 business days, or the incorrect/unapproved charges will 
be deducted from the employee’s next paycheck.  In the event the original receipt has been 
destroyed, a photocopy of the receipt is an acceptable replacement. 

• The Accounts Payable department will reconcile statements, so receipts must be turned in 
on time. 

• If the guidelines are not followed, future use of a district card may be revoked and may lead 
to disciplinary action, up to and including termination. Travel expenses incurred without a 
travel card will only be reimbursed after original itemized* receipts have been submitted 
along with approval by the supervisor. 

*An itemized receipt means that the receipt contains the vendor’s name and the date of purchase 
printed on the receipt, as well as a specific description and price for each item purchased. 
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Security of the District Credit Card 
 
The cardholder is responsible for the security of the card. It should not be posted in a work area or 
left in a conspicuous place. 
• Do not email the credit card number or a photo of the credit card. 
• Do not share the card number where others can hear. 
• Do not take photos of the credit card or post photos of the credit card. 
• Do not leave the credit card in your vehicle. 
• The credit card should always be locked up in a secure place. 
 

District Credit Card Limits 

All travel cards have spending limits that are valid only for the days of travel. The limit will be 
based on the pre- approved travel expenses on the travel authorization form and/or purchase order. 
 
Credit Rating & Liability 
 
The district credit card program does not affect your credit rating in any way. MISD district credit 
cards carry a corporate, not an individual liability. 
 
District Card Receipts 

Always obtain a receipt when using the district credit card.  It is every cardholder’s responsibility 
to ensure there is an itemized* receipt for each purchase. Itemized receipts must be presented as 
documentation for purchases –the credit card charge slip is not considered adequate 
documentation. After the use of the district credit card, the original itemized receipts must be 
turned into the purchasing department when returning the credit card (along with any signed copies 
of meal receipts including any tips for student travel).  All original itemized receipts will be 
reconciled with monthly statements and filed for audit purposes after the appropriate payment has 
been made. If a receipt is lost or stolen, the cardholder must obtain duplicate copies of receipts. If 
unable to obtain a receipt, the charges become the personal responsibility of the cardholder. 
 
Lodging, Sales and Use Tax 

The District is a tax-exempt entity and does not pay sales tax for school-related expenditures in the 
State of Texas. The cardholder must present a sales tax exemption form when making a school-
related purchase. 
 
Tax on meals is acceptable; however, Texas state tax on lodging and subsequent parking fees are 
not. The traveler must present a Hotel     Occupancy Certificate/Sales Tax Exemption Form to the 
hotel upon registration to avoid state taxes on lodging and parking at the hotel. The district is not 
exempt from city lodging taxes, venue fees, or other special taxes. The Hotel Occupancy 
Certificate/Sales Tax Exemption Form does not apply to lodging and parking outside the state of 
Texas. 
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If the cardholder fails to present a Sales Tax exemption form and/or Hotel Occupancy Certificate 
at the time of registration and taxes are charged, the cardholder shall be personally liable for either 
having the credit card charges reversed or reimbursement of all taxes to the district. 
 
Returns, Credits, and Disputed Charges 

Should a problem arise with a purchased item, every attempt should be made to first resolve the 
issue directly with the merchant. All returns must be reimbursed by credit to the account; cash or 
store credit refunds are prohibited.  
 
Travel Authorization Procedures  
 
• Travel expenses must follow District Policy DEE (Local) and DMD (Local).  Employees 

are expected to select the GSA rate for the locale or the most economical and practical 
accommodations, arrangements, and services in accordance with the needs of the trip. 

• If department has budget constraints, then employee must get with supervisor as 
accommodations will need to be paid personally and be reimbursed after travel. 

• Reimbursement will not be made unless all supporting documentation is in order.  Federal 
funds travel does require itemized receipts. 

• Each employee’s expense reimbursement should include only his/her own expenses. 
• Receipts for monies expended for railroad, air or bus transportation, hotel accommodations 

and registration (not already paid for on district credit card) can be submitted on the 
employee’s expense reimbursement. 

• Travel within a fifty-mile radius is considered LOCAL, and overnight lodging is NOT 
allowed unless a clear need can be established, and an Executive Council member approves 
the request. 

• Miscellaneous expenses for incidentals, amusements, valet parking (unless self-parking is 
not available), nonbusiness telephone calls or any other unauthorized expense will not be 
approved for reimbursement. 

• If supplies and materials are anticipated to be purchased at a workshop or conference, this 
should be done through a purchase order to use the district credit card. 

• Membership dues included as part of the convention/conference registration are the 
responsibility of the individual employee unless membership:  1) involves student 
competition; 2) is one of the designated allowable dues on the business website; or 3) there 
is a registration fee reduction when two or more MISD representatives attend the same 
conference that equals or exceeds the membership dues. 

• The last day to submit an Expense Reimbursement at the fiscal year end (June 30) is July 
15th.  

• The supervisor will verify that the travel by the staff member is necessary, the costs are 
reasonable, and consistent with the district’s policies. 

• The budget owner will also ensure that enough funds are budgeted and available for travel 
before the employee incurs any travel expenditures. 
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Trip Guidelines – Staff Travel 
Before the trip     

TRAVELER is responsible for: 

 FOR FEDERAL TRAVEL ONLY:  Signing and submitting the travel reimbursement 
form with all travel backup to the business office OR typing the reason from the travel 
reimbursement form into the description box in expense reimbursement with all travel backup 
attached. 
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 Ensuring that the Superintendent or designee has approved all out of state travel.         
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Trip Guidelines – Staff Travel for Secretary/Bookkeeper 
 

SECRETARY/BOOKKEEPER is responsible for: 

 Ensuring that adequate budgeted funds exist to cover all estimated expenses. 
 Submitting a separate requisition to the vendor for registration. The district will obligate 
registration fees as personal services by a contractor (non-employee of the sub-grantee) under 34 
CFR 76.707 when federal funds are utilized. This will be the case to ensure all early bird rates can 
be taken. 
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Trip Guidelines – Student Travel for Sponsors 
 

TRAVELER is responsible for: 

 FOR FEDERAL TRAVEL ONLY:  Signing and submitting the travel reimbursement 
form with all travel backup to the business office OR typing the reason from the travel 
reimbursement form into the description box in expense reimbursement with all travel backup 
attached. (see print screens above) 
 Ensuring that the Superintendent or designee has approved all out of state travel.         
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Trip Guidelines – Student Travel Checklist for Secretary/Bookkeepers 
 

SECRETARY/BOOKKEEPER is responsible for: 

 Ensuring that adequate budgeted funds exist to cover all estimated expenses. 
 Submitting a separate requisition to the vendor for registration. The district will obligate 
registration fees as personal services by a contractor (non-employee of the sub-grantee) under 34 
CFR 76.707 when federal funds are utilized. This will be the case to ensure all early bird rates can 
be taken. 
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Employee Meals 
 

Employee meal per diem rate is $54.00 per non-travel day and $40.50 per first and last day of travel 
(breakfast $13, lunch $15, and dinner $26): 
 
• Any employee travel that does not include an overnight stay is not eligible for meal 

reimbursement Per IRS §162(a)(2); RR 75-170; RR 75-432 
• Unusual circumstances may require meal per diem breakdown according to GSA rates for 

a specific area(s) and time. 
• Out-of-state - maximum allowable is determined by the guidelines for each state, which 

can be accessed via the website: http://www.gsa.gov/perdiem.  However, this website is 
subject to change.  A copy of the applicable out-of-state per diem rate per the website must 
be attached to the expense reimbursement. 

• If a meal is provided at a function being attended, such as a banquet included in the 
conference registration, that meal will not be eligible for reimbursement, if attended.  For 
example: If the lunch is paid for in conjunction with the registration, the maximum amount 
eligible for reimbursement for that day would be $39.00 (breakfast and dinner).  The 
amount paid for the lunch is irrelevant. 

• If a meal is provided at a school sponsored function, such as a banquet or parent luncheon, 
it must meet the same per diem amount.  

• Amounts more than the above limits and any charges for alcoholic beverages are the 
responsibility of the participant.  Alcoholic beverages may not be consumed during regular 
business hours when on official school business travel. 

• Any complimentary meals should not be included. 
• Attach a copy of the hotel receipt as verification of an overnight stay to the expense 

reimbursement for meals to be reimbursed. 
 

Student Meals 
Student meal per diem rate is $54.00 per day. Student meals will be advanced to the sponsor on 
the district credit card: 
 
• Must have an approved purchase order at least 15 days before the travel date to 

TRAVEL/MEALS. 
• A list of all sponsors and students must be attached to the purchase order (see Skyward 

roster instructions).  
• Meal money request in Excel must be attached to the purchase order. 
• A district credit card will be issued to the sponsor for student meal money.  Itemized 

receipts are required (not just the closeout receipt). Students should sign the roster 
indicating that they received the meal and it should be turned in the receipts. 

• Tips/Gratuities are allowed up to 20%. 
• Unusual circumstances may require meal per diem break down according to GSA rates for 

specific areas and time. 
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Student Travel 
• All MISD student travel should follow District Policies FM (Legal), FM (Local) and EFD 

(Local). 
• See student travel guidelines under https://www.mansfieldisd.org/departments/student-

services/documents-forms/student-travel 
• Parent/guardian expenses cannot be borne by the school district. 
• Student travel paid from campus budget requires principal’s approval only. 
• Student travel paid from departmental budgets requires the approval of the principal in 

addition to the administrator having budgetary authority. 
 

Retreat/Professional Development 
A retreat is approved to be off district property with these requirements: 

• MISD approved vendor must be used 
• During the Day (work hours) 
• No alcohol 
• Within per diem ($13 breakfast, $15 lunch) + $10 per activity 
• Agenda provided detailing the time for the meeting and professional development 

activities (at least 6 hours) 
• Sign-in Sheet for those employees attending 
• Campus/departments must have this retreat on one business day. 
• Counts as one of the two allowed staff meals each school year. 

 
When submitting the expenditures, separate out the meal and activity, but the total must stay 
within the meal + activity total ($25 if it’s lunch and activity). 

Meals are permitted twice a year for staff development/staff retreats and/or teacher/staff 
appreciation. Meals should not exceed the meal allowances as allotted for overnight travel— 
($15 for lunch, $26 for dinner). 

For federal funds – no meals unless prior approved by the director of the program. 

Transportation 
• Mileage to a convention/conference Local or Non-Local or other official school business 

is reimbursed when the employee uses his/her personal vehicle. 
• The mode of transportation must be the most cost-effective mode.  However, the maximum 

travel time allowable is one day prior to and one day following the convention/conference. 
• The maximum allowable for travel to a convention/conference may not exceed the amount 

of the standard airline fare to that location. 
 
Personal Vehicle 

• The mileage reimbursement rate is based on the Texas Comptroller of Public Accounts’ 
approved rates. Travelers are required to calculate shortest distance mileage by electronic 
mapping source https://www.google.com/maps or www.Mapquest.com from their place of 
employment to the point of destination unless the mileage is shorter from their residence. 

https://www.mansfieldisd.org/departments/student-services/documents-forms/student-travel
https://www.mansfieldisd.org/departments/student-services/documents-forms/student-travel
https://www.google.com/maps
http://www.mapquest.com/
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The traveler must print to pdf the driving directions provided by the site to attach to the 
expense reimbursement. 

• The Mileage Reimbursement Form should be used by employees to claim approved local 
mileage reimbursement (between campuses or to local businesses).  The form should then 
be attached to the Expense Reimbursement entered in Skyward. If traveling to a local 
business, attach a printout from Google Maps or MapQuest showing the mileage between 
locations.  The Mileage Reimbursement Form is found on the Business Services page under 
forms.  

• Never report miles driven from home to your primary work location or from your primary 
work location to home. 

• If you begin your workday at your primary work location, begin reporting miles from that 
point using the district chart. 

• If you begin your workday at a temporary work location, you may report miles from your 
home to that location or miles from your primary work location to that location, whichever 
results in the shortest travel distance reported.  Record the miles from each work location 
to the next using district mileage chart. 

• If you end your workday at a temporary work location, you may report miles from your 
location to your primary work location or to your home, whichever results in the shortest 
travel distance reported. 

• Employees receiving a travel stipend will not be reimbursed for in-district travel. 
• When a MISD employee drives his/her personally owned vehicle, no matter how many 

passengers, the primary policy of coverage will be his/her own auto policy.  The 
employee’s personal auto policy will be fully utilized for all comprehensive, collision, or 
liability claims.  If a lawsuit is brought against the employee and/or the school district, the 
employee’s personal auto policy will settle and/or defend all parties involved.  The Texas 
Tort Law limits the amount of employee’s liability to $100,000. 

• If more than one district employee is attending the same conference/workshop, 
transportation is encouraged to be shared whenever possible. 

• The District assumes no responsibility for privately owned vehicles used for company 
business. 

• Executive Order 13513 prohibits employees traveling with federal funds from 
sending/receiving text messages or checking email while    driving. 

• The vehicle owner must have public liability insurance in force with at least the minimum 
coverage required by Texas law. Any damage or loss to a privately owned vehicle used for 
district business is the responsibility of the owner. Private insurance coverage serves as the 
primary policy for third party liability and physical damage to the vehicle. Vehicle owners 
are responsible for any deductible under the private auto policy. 

 
Renting of Non-District Vehicles for District Use 
• Employees requesting to rent a vehicle while on school/district business will need to contact 

the Purchasing department for information on approved vendors.  
• MISD is exempt from paying state sales tax in Texas when renting a vehicle for business 
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purposes.  The Motor Vehicle Rental Exemption Certificate should be provided to take this 
exemption. 

• Gasoline expense is reimbursable when using a rental car.  A receipt is required for 
reimbursement. 

• The MISD Automobile Policy (AP) will cover all liability and physical damage if the 
MISD driver is at fault.  If the other driver is at fault, then the other driver’s auto policy 
should be primary. 
 When renting a car within Texas, an employee should NOT purchase the additional 

coverage offered by the rental car company (This coverage is for physical damage 
caused by national disaster, vandalism, or theft and the district currently chooses to 
self-insure that damage). 

 When renting a vehicle out-of-state, please buy the additional coverage offered by the 
rental company to avoid any problems. 

 Expenses related to the operation of rental cars that are NOT reimbursable include: Texas 
sales tax, refueling charges for not returning the rental car with a full tank of gas (unless a 
sufficient reason for not refueling can be given), pre-paid fuel charges, and parking or traffic 
violation tickets the employee receives while on company business. 

 Contact the Purchasing department for instructions on rental cars. 
 

Parking and Public Transportation 
Public transportation such as: Uber, Lyft, shuttle, Metro, and/or parking, but not limited to, may be 
reimbursed. Itemized receipts must be submitted. Tips are not reimbursable (personal services) and 
are the responsibility of the employee traveling. 

 
Airfare 
 
First-class airline travel will not be permitted.  Airline receipts are required. 
 
Airfare may be booked through Arta Travel with an approved purchase order OR book travel directly 
through the airlines and submit an expense reimbursement.  Booking through a third-party site is 
not permitted. 
• Reservations through the airline’s website are acceptable under the following guidelines: 

 A “Print Screen” of the reservation is required for reimbursement. 
 Proof of payment is also required.  If the print screen (mentioned above) includes the 

name and last 4 digits of the credit card, this may constitute proof of payment.  If it 
does not, then a copy of the employee’s credit card statement showing the employee 
incurred these charges is necessary for expense reimbursement (redacting account 
numbers and all other charge information). 

• MISD will only reimburse checked bags (two at most). (Up to 50lbs, exceptions may be 
made for unusual circumstances and must be preapproved) 

 
District Transportation 
• Bus Request are through Bus Hive – see instructions in “How To” section of this manual 
• A district vehicle is any vehicle that the district owns or leases. 
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• District vehicles are for district use only.  They are not to be taken home or used for 
personal errands. 

• No smoking or use of any tobacco products in a district vehicle.  Texas Ed. Code 38.006 
• No alcohol, hallucinogens, or other substances regulated by the Texas Controlled 

Substances Act while in a district vehicle.  Texas Ed. Code 38.011, 37.016, 37.015 
• No one is allowed to drive a district vehicle unless they are employed by the district 

 If you allow anyone other than an approved district employee to drive your assigned 
vehicle, then it could result in suspension or termination 

 Absolutely no students are allowed to drive a district vehicle 
• If you drive a district vehicle, then you are responsible for the following: 

 Keeping the vehicle clean 
 Reporting any mechanical failures to the transportation department 
 Reporting any damage to the vehicle to the transportation department and your 

supervisor immediately 
• Accidents 

 If you are in an accident while driving/operating a district vehicle you are to 
contact law enforcement and your supervisor immediately.  If you are within 
MISD boundaries contact MISD Police at 817-299-6000.,  

 Obtain name, address, driver’s license number, and name of the insurance 
company of the other driver regardless of who is at fault 

 Do not discuss details of the accident with anyone except police, paramedics, 
or district administrator 

 If possible, take pictures of any vehicles involved in an accident at the time 
damage occurs. 

 An accident form is in the glove box and must be filled out and given to Risk 
Management ASAP. 

 Any accident with bodily injury will be filed with the Mansfield ISD’s 
insurance company 

Charter Buses and Vehicle Rentals for Student Travel 
• Please refer to the approved vendor list for charter bus companies for non-school bus travel.   
• NO purchase or lease of a new 15-passenger van if it will be used significantly by, or on 

behalf of, the school or school system to transport preprimary, primary, or secondary 
school students to or from school or an event related to school. 

• MISD is exempt from the Texas state sales tax, sometimes referred to as motor vehicle tax; 
however, out-of-state tax is not exempt.   

• MISD is not exempt from property rental tax. 
 

Lodging 
MISD pays according to General Service Administration (GSA) per diem rates for hotel 
accommodations plus city occupancy tax (State of Texas tax will not be covered or reimbursed).  

Hotel rates vary, and every effort should be made to obtain the most economical and practical 
accommodations available considering the purpose of the meeting.  The district will allow the GSA 
rate for that locale per employee and a printout from the GSA website indicating per diem rate 
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must be attached to the purchase order.  Amounts more than the GSA rate require budget owner 
approval.   

Amounts more than the budget owner limits are the personal responsibility of the employee. 
 

The government rate may be available and require school district identification.  Always check to 
make sure that the government rate is lower than other special or discount rates that are being 
offered. 

Out of town hotel accommodations must be a minimum of 50 miles from MISD; exceptions will 
be made if travel is with students to a school-sponsored event or the traveler is a presenter at a 
conference requiring early mornings and late nights. 

• If a student activity group, then the group may vote to stay at hotel with a 
supervisor/sponsor accompanying the group. Please attach meeting minutes and student 
Skyward roster to hotel request as these will still need Executive Council approval. 

• All travel within 50 miles requiring an overnight stay requires approval from the 
supervising Executive Council member. For example, the high school traveling to Dallas 
for a debate convention would need approval from the Associate Superintendent.  

 
Booking travel accommodations must be made through the hotel directly. Third-party booking  
sites are prohibited, which include but not limited to Trivago, Hotels.com, Expedia, TripAdvisor, 
Priceline, etc.  
 

The Hotel Occupancy Tax Exemption form must be used when traveling within the State of Texas.  
MISD will not provide reimbursement for Texas state sales tax.  Travel out of the state may include 
state tax. 

• Upon checkout, review the billing to ensure that state sales tax was not charged. 
• County and municipal hotel occupancy taxes may be reimbursed. 

 
If more than one of the same gender employees is attending a conference or workshop, hotel 
accommodations are encouraged to be    shared, but it is not mandatory. 

• Employees choosing not to share are responsible for the balance above the per diem rate if 
using Federal/Grant Funds. 

 

District Credit Card Used for Lodging 
A full amount owed for the lodging expenses must be included in the travel purchase order and 
will be loaded to the district credit card if the below guidelines are followed: 

Reservations must be made with the employee’s own personal credit card unless a deposit is 
required.  Contact the Purchasing department if a deposit is required to book. The traveler must 
present the district issued credit card at the time of check-in. Any hotel charges made to the 
traveler’s personal credit card may not be reimbursed.  A “print screen” of the reservation is 
required for expense reimbursement (when not using a district credit card). 
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Non-allowable Travel Credit Card Expenses 
• Alcoholic drinks or beverages. 
• Travelers are not allowed to purchase bulk package items unless they are traveling with 

students. 
• Entertainment expenses, such as in-room movies, high speed Wi-Fi, fee-based hotel 

amenities such as gyms, spas, etc. 
• Expenses due to the traveler’s failure to cancel a registration or travel arrangements. 
• Expenses for spouses or other, non-district employees. 
• Hotel Internet charges (unless the expense is work-related and pre-approved). 
• Any charge that is not approved on the purchase order. 
• Gratuities/tip exception will be made if traveling with students to a school-sponsored event 

(not to exceed 20%). Student meals must be loaded onto the travel credit card issued to you 
for this exception to apply.  (Gratuities are not allowed on federal funds.) 

• Any unlawful activities. 
• Cash advances (unless student meals for travel) 
• The district travel credit card is only for use by the person who signed out the card with the 

Purchasing department and is not available for use by other travelers, employee, or non-
employee expenses. 

 

Expense Reimbursement for Lodging 
If employee paid for hotel personally for district travel, then an original itemized receipt is 
required. 
 
If budget constraints, then employee will need to submit for expense reimbursement (pay for hotel 
personally) to be reimbursed up to the allowance given by the budget owner. 
 

Federal funds:  Maximum rate for lodging in Texas is the GSA rate.  Out-of-State maximum rates 
by state are obtained via the GSA website.  Allowable taxes and resort fees may be charged to 
federal funds up to the federal limit.  This will be reimbursed through expense reimbursement. 

• Proof of payment for lodging (an original itemized receipt) is required for expense 
reimbursement.  If the print screen/email of the hotel reservation includes the name and 
last four digits of the credit card, this may constitute proof of payment.  If it does not, then 
a copy of the employee’s credit card statement showing the employee incurred these 
charges is necessary for expense reimbursement. 
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Spouse/Children Accompanying Traveler 
• In cases where the spouse/children, who are not on official school business, accompany the 

school official or employee, no expenses for the spouse/children may be included.   
Cancellations 
The traveler who has been approved to travel but is unable to attend is responsible for following 
the procedure below: 
• Immediately notify supervisor and Purchasing department 
• Return district credit card within 3 business days to the Purchasing department 
• If travel was with students and they will attend with another sponsor, immediately notify 

the Purchasing department. 
 
Field Trips 
 

1. Teacher plans to take a field trip & they enter request in Eduphoria. 
2. Secretary receives notification of field trip approval.  
3. Teacher brings contract / agreement to secretary for principal to approve and sign.  The 

principal is the ONLY person on campus that can sign the contract – NOT THE 
TEACHER. 

1. Make sure that you read the fine print – cancellation policy, deposit 
requirements if any, payment deadlines, etc.  

2. AVOID Deposits if possible. 
1. If a deposit is required from 461 campus activity account, it must be 

something the campus is willing to forfeit. 
4. Secretary enters a bus request in transportation software based on answers from Eduphoria 

form.  
5. Secretary enters a Requisition in Skyward for deposit (if NO deposit is needed – skip to 

step 8) 
6. Secretary will receive on the approved PO.  
7. Secretary will email Contract / Invoice for the deposit with the PO# written on the invoice 

to accountspayable@misdmail.org    Please advise in the email if the check needs to be 
held for pick up or mailed. 

8. Secretary enters a Requisition for the Full OR Final payment in Skyward. (depending on if 
a deposit was previously mailed). 

9. Secretary will receive on the approved PO. 
10. Secretary will email the backup documentation: Invoice (with PO# listed), student 

Skyward roster(s), COMPLETED field trip worksheet to accountspayable@misdmail.org. 
1. Skyward rosters are required for all field trip payments.  Please work with your 

registrars and teachers to make sure this documentation is with the final paperwork 
sent to Accounts Payable. 

2. Please make sure that you note how check is to be obtained – do you want to 
pick it up or have it mailed.  

11. If the field trip worksheet is not attached with your original documentation, everything will 
be rejected and sent back.  

12. Accounts Payable will not pay from altered invoices:  worksheet total = invoice total = 
purchase order total 

mailto:accountspayable@misdmail.org
mailto:accountspayable@misdmail.org
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Sample Field Trip Flow Chart (this is non-federal funds) 
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Sample Meal Money Request Form 
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Travel Expense Reimbursement Instructions 
• To expedite travel reimbursements, please enter a travel reimbursement in Skyward 

Employee Access 
o Please include separate line items for each category of reimbursed items. (mileage, 

lodging (if room rate is over the GSA rate, then an email approval from the executive 
council member is required to be attached to the expense reimbursement), meals). 

• An agenda, a game ticket, a bracket or something to verify attendance must be attached 
(save as pdf). 

• If not reimbursing full amount, please note on travel form (once the form is no longer 
used, then it will need to be noted in the description of the expense reimbursement).  

• Reimbursement request must be submitted within 10 days of travel.   
• Below are the instructions on how to enter an expense reimbursement in Skyward 

Employee Access: 
To enter an Expense Reimbursement Request, you must go to Employee Access in Skyward.  
This is on the far right side of the home screen. 

 

 

Select Expense Reimbursement, then Submit Request 

 

Click  



26 
 

 

VERY IMPORTANT—ENTER YOUR CAMPUS NAME OR DEPARTMENT NAME AT 
THE VERY BEGINNING OF THE DESCRIPTION (i.e. ATHLETICS—LEGACY).  Then 
enter your travel dates and purpose for the reimbursement with the what, where, when, why 
thought process (i.e. Travel to ____ on October 13, 2017 to attend (name of workshop or 
meeting) at the Region XI)  then click SAVE.  In this description is where you will also put 
any budget restrictions. 
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You can either add one item at a time by clicking  

Or you can do multiple line items by clicking  

 

Enter the date of travel/expense.  Select the Reimbursement type from the drop down list.     You 
will then enter the quantity of the item, the amount, the description, and the account code to be 
charged.  You have the ability to spread to multiple account codes that you have access to by 
clicking on the “more” button and entering the % or dollar amount allocated to that code.  
NOTE:  BE SURE TO READ THE INSTRUCTIONS FOR EACH CATEGORY AS 
IMPORTANT INFORMATION IS CONTAINED IN THAT INFORMATION BOX BUT 
YOU WILL HAVE TO SCROLL DOWN TO READ 

Click “Save” when you are complete with this line item.  You can continue to add items until you 
are complete with your expense line items. 
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Attachments such as your conference agenda/certificate of attendance/name badge/game bracket 
and Google maps/MapQuest showing mileage, you will scan and attach to your request by 
clicking on the  and if you need to enter any special notes, you can enter them by 
clicking . Notes would include if the room was shared with other employees or if 
traveling on federal funds, the grant objectives from the DIP/CIP. 

The following attachments must be included with the request or it will be returned (preferably 
one attachment with everything included): 

1) Conference flyer/agenda/certificate of attendance/name badge/game bracket, etc. 
validating your reason to travel and attendance – saved as a pdf. 

2) Directions from Google maps or MapQuest showing miles being claimed – saved as a 
pdf. 

3) Hotel invoice/receipt (required if an overnight stay; GSA published rate for locale if hotel 
rate > than GSA rate) – this should be done ahead of time on a purchase order to 
Travel/Hotel  

4) Parking, Uber, taxi, etc. receipts – saved as a pdf 

When your entry is complete, you will click  

ONCE SUBMITTED WHAT HAPPENS 

Once submitted it starts the approval path depending on the account used and your supervisor. If 
exceeding the GSA rate for lodging, the expense reimbursement will need to be routed to the 
executive council member by the campus/department principal/administrator.  It will also be 
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verified by the business office. Once all approvals are in place, the Accounts Payable department 
will receive notification that it is ready to be processed. At that point it will go in the next run 
they have and the funds will be deposited to your account. You will also receive an email that 
funds have been deposited to your account. 

TO CHECK THE STATUS (why was expense reimbursement denied?) 

You can return to the submit request screen to view the status of your reimbursement request by 
highlighting your request and expanding and clicking on the triangle on the far left side. There 
you can check the approval status to see where it is in the process as well as view denial notes 
from any of the approvers. 

Bus Hive Instructions 
Two parts of Bus Hive 

  
Login-Field Trip Request and BusHive. 
   
Field Trip Request is the site you will log into view new trips. I recommend you check New 
Request every 60 to 90 minutes as trips will come in at any time during the day.  

 
I set my e-mail to sound a tone when a new trip comes into the system so I am aware new trips 
are in the system for me to review.  
Login- Field Trip Request 
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The Home screen will show you Trips needing Approval and Trips Not Ordered. 
Trips needing Approval will show you all incoming trips to be reviewed and approved or 
declined.  You can add a comment as well.   The system will automatically generate an email to 
the original requester. 
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Your trip request will give you all the information you need to accept or decline a trip right away. 
I have set up all my requests to have mandatory fields noted by red asterisk.  I recently had the 
sponsors name and contact number added to the information.  I also added fields for trailers 
and other vehicles, now a single request can handle everything on one ticket.   
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If you do not approve a trip you can include a comment to let them know what is needed to 
correct the trip.   An e-mail message will automatically be generated by Bushive to the person 
requesting the trip. I recommend you send an e-mail or make a phone call personally if you 
have less then a week to departure.  All trips you approve will go to the Bushive system, 
populate the calendar and will be there when you call up the departure date. 
 

 
 
Trips not ordered will show you trips you have accepted but have not been assigned a driver or 
vehicles.  I have had dozens of future trips holding here for me to book at a later date. 
I typically work 5 to 7 days ahead of the schedule, this gives me time to plan and prepare for 
downed vehicles and give the trip drivers time to plan ahead for the trip.  Planning ahead by a 
week helps with the last minute forgotten trips. 
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Part Two: Bushive Log in.  You will do all your work in this area. 

  
 
 I always start in Trips (the left hand drop down menu).   The Global Search Criteria will alow 
you to put in a date range.  You can set the Date Type to search  Running date, Departure Date 
or Return Date.I use Running date as my go to,  it will show me not only the trips departing but 
the trips that are currently out.  

 
 
The first thing to identify is the ordered tickets, these are booked and need nothing further then 
a 2nd look to make sure you didn’t overlook something. Note: You can have a trip set to Ordered 
that is parcially complete, missing a driver or a vehical.    
The Quoted Trips are trips that need to be worked.   They have been accepted but do not have 
a driver or vehicle assigned to them. 
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To work on a trip highlight and click edit at bottom of page to open file. 

 
This page will show you the Trip id number and the requester’s Web requester id number.  (Top 
middle left hand corner below information bar).   Any time you have a question about a trip the 
requestor will need the Web id number.  They will never see your trip id number.   When I send 
an e-mail regarding a trip I give the departure date and the Web request number. I will put the 
Trip number in the subject line or ask for them to reference the included trip number, to help me 
find it faster.  If not you will find yourself going back to Field trip request history to find it on your 
own. 
 

 
You will want to go to Web Request to review the trip details.  You may have approved this trip 
a month ago.  Note the Driver name, did they list a driver or are they requesting a driver from 
you.  How many and what type of vehicles are needed. 
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You will want to check your times as the system will default to all one time.   Check your Web 
Request to update the times.   You will be able to use the SmartTimes Function later as you 
build your Location file. Each time you add a destination make time to add the address this will 
give you greater access to the SmartTime function ( it is only an estimate of the travel time you 
may need to add as much as 15 minutes to have a more accurate time for a school bus).  
SmartTime will only work if you have addresses for all pickups and drop offs. 
 
Once you complete updates needed you will change the status of the trip in top right corner to 
ordered, be careful not to cancel the trip as you cannot reverse this status.   You will have to go 
back and copy the trip to recreate the request. 
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Once the trip status is set to Ordered you will activate the Dispatch, Billing & Payroll taps.  Click 
on Dispatch. Here you will be able to assign your driver and the vehicle.   A  trip with mulitple 
drivers and vehicels will have multiples to fill in Drivers and vehicles to assign. 

 
If the system will not let you assign the vehicel you may need to go back to Web Request tab 
and check the vehicle needed.  
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The origingal trip request was for a suburban.  You will need to go back to the Quote to update 
the vehical type (as the default is yellow bus for most trips). 

 
Use the drop down menu to update the Vehicle Type, Quantity and Rate if needed.  
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You can now go back to Dispatch to complete the booking assignment. 

 
If something changes you can update the driver and or vehicle using the same steps.   
Turndown will give you a place to note the reason the driver turned down the trip.  

 
 
Before you print off the driver iteneray it is a good idea to check the pay rate.  Go to Billing and 
payroll use the drop down menu to set the Pay Rate as sponsor or to Trip Pay Rate.   This good 
habit to get into for later billing reports.
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You can now go to reports in the tool bar top left side to highlight Driver Itinerary. Check the box 
for the itnerary report needed.  Trips with more then one driver will all be listed here unless you 
pull them one at a time. 
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You will do this for everytrip for the Departure dates you are booking.  
 
 A day or two before the departure date pull up the Dispatch report.   You will call up the 
departure date under Global Search Critera.  Date time should be set to:  Running date.  This 



42 
 

will show your booked trips for that day with the drivers and vehicles. 

 
I take this a step further to keep surprize trips and changes to a minimum by sending out a Daily 
Field trip report.  Bushive will generate an excell spread sheet from the Grid. 
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From this report you can sort by any of the colums.   I sort by departure date first, move all trips 
currently out to the bottom of the report.  
Then sort by group, deleting unnessary columns to the right and adding a column for the sub 
bus assignment. 
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 I color code trips by group to help sponsor identify their trip.  I highlight the return date for 
current  multi day trips. 
I e-mail this report to the Superintendant, every secrectary, most principals, the Transportation 
staff and every driver listed on report a day or two before the departure day.  This gives 
everyone one last chance to make changes or add a last minute forgotten trip.   This report 
provides the Transporation staff a quick reference for answering questions  from sponsors and 
drivers.  
This takes a few minutes each day but has save me countless issues with sponsors and drivers.  
Each  Multi Day trip will find its way to the bottome of the Daily trip sheet until it returns to base.  
I  also list the downed vehicles to ensure we  have the  sub assignments record if needed to call 
up a video from the route.   
Billing in Bushive 
When the trip sheet comes back.  You will enter the driver time and mileage into the system. 
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You will go back to Trips in the drop down menu.  Locate the 4 digit trip id on your completed 
trip sheet. ( Ours are near the top righ hand corner)  You will enter the number under Global 
settings.  You will want to have Search Criteria set for Trip Number. 
Highlight the trip  then click enter or on  the search bottom left of screen. 
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You will need to change the status of the trip to Completed to open the Post Trip, Post Trip Cost 
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This is where you will find the fields to enter mileage and drivers times for billing.  You should 
also check the vehical number and update the driver name if it was changed for the trip due to a 
downed vehicle.    This is very important when billing for toll charges or to locate the correct  
drivers name when an accident claim is turned in after the trip is closed.  
 You will also want to go to Billing and Payroll to make sure each driver is set to the correct Pay 
Rate.  You will complete this for each trip sheet assoicated with a trip booking.

 
Invoicing is an option for trips being paid for by outside groups such as booster clubs.  You will 
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do this from Trip, under the Trips dropdown menu.  You will select the trip by using the 4 digit 
number to call it up. 

 
You can make a few updates to this sheet for the invoice. 

 
Save your updates ( bottom right hand side)  
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Click on reports  choose invoice from drop down menu.  Your invoice report will show up in 
report viewer.    You can go back to the 1st step to make changes.

 
Monthy billing report 
Go back to trips 
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You will want to set status to Quoted, Ordered and Completed. 
You can uncheck completed, cancelled and anything below. 
Audit each Open Quoted ticket close them out by cancelleing the trip if you can. You will do the 
same with the Ordered tickets. I find some of these are tickets that did not get closed properly 
because the returned trip information was not entered either it was over looked or the driver did 
not turn in paperwork.  You will go back and fill in information and close the ticke
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Once all trips are completed you will go to reports tab (top left hand corner of screen) 
I use the the Trips by Client for billing.  It gives me an overview of each trip by budget code. I 
send this report to each secretary and give them a week to call me to make budget code 
changes or questions the totals before I send the final report ot the Business office to transfer 
funds. 
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You may want to use trip by groups or one of the other billing reports.  I recommend you give 
the upline the opportunity to review the report before you send it to the Business Office.  Bus 
Hive will customize reports if needed.  
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Bushive does give you the ability to change budget codes or split budget codes. You will need 
the trip id, or the web request number.  
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Find the trip and open it. 
You will have to go to Field Trip Request site to access History to find the trip with only the Web 
Request number given in this e-mail.  Click the  History tap. 

 
You will click Search by Trip ID.  Fill in the Trip ID: R# click search. 

 

This will give you the date and destination of trip.  You can go back to the original program and 
pull up the trip now. 
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I use the split screen to set up the correction.   Go to Budget code in the drop down menu 
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Click on add  
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First use the drop down menu for Budget Code. 

 
If the corrected code is in the dropdown menu hightlight and save the change.

 
If you do not find the corrected budget code, call up the trip and the e-mail. Using a split screen 
will help with the detailed entry for new budget code.   As the information must be exact.  I copy 
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the information rather then type it due to spacing being a problem. 

 
click Add at bottom of page. Fill in Budget Code Group and Client, exactly as it apprears on the 
trip. Then click save.

 
 
Go back to Trips and call up the trip by the trip id in Search Criteria.  The trip will open in the tab 
it was closed in, you do not have to change this.
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 Use the drop down menu for Budget Code: to find updated budget codes. Highlight the new 
budget code and save.   

 
If you do not find your corrected budget code in the drop down menu you will need to go back to 
Budget and repeat the step paying careful attention to spelling and spacing.  You will become 
much faster at this after you do one or two. 
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Items your group asked about today:  
Can we add notes?  You have several options for adding notes.  

 
You can add as many notes as you would like. 

 
You can add notes from the Note Tab for individual drivers. 
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You can leave a note for each driver as a group or personal note for each driver.   Dispatch 
notes are great for posting the e-mail requests to alter the original trip. 

 
Adding additional or removing vehicals to an exhisting trip.   Change the quantity here.
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If they need to add a different type of vehicle to the trip say a truck or school bus.   Click the plus 
sign here and it will add a new window.  You will need to change the vehicle type and quantity 
and rate. 

 
Be sure to go to the Dispatch tab to book the drivers and vehicles needed, or make a note for a 
later assignment.   You can remove the extra vehicles by clicking the X ( next to the plus 
button). 
 
Adding additional pick up and drop off locations.  
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Click the plus button on right hand side.  You can use the drop down menu make this a pick up, 
drop off or chose return to yard.  You can add mulitple locations by repeating this until you have 
all the destinaitons needed. 

 
You can remove destinations by using the X button for the row.  
When you make a change,  a warning will appear to remind you later of the changes. 

 
 

 
 
 
 
 
 
 
This policy applies to all MISD employees and supersedes any previous versions. 
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