
Palestine Independent School District                                               
Federal Travel Policies 

 
Staff Travel Requests should be submitted to your campus principal for approval prior to registering for any 
workshop or staff development, your campus principal will determine funding source.   
 
After approval has been given, complete a Travel Advance & Expense Report for Staff Travel (TAER Form), then make 
all of your travel arrangements (Registration, Hotel & Vehicle)  Forms should be given to your campus secretary a 
minimum of three weeks prior to registration cutoffs.  Once travel arrangements have been made no changes can 
be made to registration or travel without prior approval from the Office of Instructional Services.  Please note that 
forms not filled out completely and signed cannot be processed. 
 

 If you are unable to attend the workshop or staff development, you must notify your campus principal in 
a timely manner so an acceptable replacement can be sent in your place  

 
Federal Programs does not advance per diem for meals.  Original, itemized receipts should be submitted for meal 
reimbursement; per diem rate is listed on the district’s TAER form.  All receipts must have the name of the business 
printed on the receipt; credit card receipts with total amount due are not acceptable for reimbursement.   Items 
such as alcoholic beverages, gratuities, tax, snacks or valet parking cannot be reimbursed.   No Alcoholic beverages 
can be listed on any receipt that is submitted for payment. 

 
 Examples of valid receipts for meal reimbursed using Federal Funds:   

 

 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 

Valid receipt 

for 

reimbursement 

Breakfast: $6.90 

Lunch: $9.60 

Dinner: $13.50 

 

Meals included in the 

price of the Hotel or 

workshop will not be 

reimbursed. 

This is a receipt that 

CANNOT be 

reimbursed because it 

is not itemized. 

 

 

This is a receipt that 

CANNOT be reimbursed 

because it has alcohol on it  

No receipt showing a 

purchase of alcohol can be 

reimbursed.  Even if it is 

your meal receipt. If you 

decide to purchase alcohol 

with your meal, you must 

get separate receipts. 

Other receipts that CANNOT be reimbursed are 

those that do not meet the requirements for 

being a meal: 

 Receipt for coffee or a drink alone 

 A snack such as, piece of fruit, Ice cream 
or yogurt  

 Food items bought at a grocery store 

 Meals bought in Palestine 



Palestine Independent School District                                               
Federal Travel Policies 

 
When making vehicle arrangements please follow the following rules: 
 

 Check availability of district vehicles first, if one is available use the district website to reserve your vehicle 
with the Transportation Department 
 

 If there is not a district vehicle available then a personal vehicles can be used, contact the office of 
Instructional Services Department for approval  
 The PISD District mileage reimbursement rate is .50 per mile, the reimbursement amount includes any 

additional expenses incurred like tolls or parking fees other than overnight hotel parking fees 
 Exception to mileage: 

PISD has set the allowable reimbursement for the following towns: 

 
 Upon return print a google map showing route used, the mileage should be included in the printout, and 

return it with your meal receipts for reimbursement 
 

 
 
When making Hotel reservations please follow the following rules: 
 

 If there are 2 or more people going to a workshop, the rooms must be booked 2 or more per room   
 Per Federal guidelines, for the 2019-2020 School year, $96 per night, per person state rate is followed.  

Please check the GSA Government List http://www.gsa.gov/portal/category/100120 for allowable rates. 
If the hotel you choose has a room rate that exceeds the federally allowed amount, you may ask your 
principal if they are willing to cover the additional charges from their campus 199 funds, or choose another 
hotel that meets the federal guidelines.  (Below is a sample not the entire list) 

 

 
 
Immediately after return, all receipts should be given to Jamie Ramos-Hatfield, including hotel and gas receipts. 

http://www.gsa.gov/portal/category/100120

