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PROCEDURES FOR SCHOOL BUSINESS  


TRAVEL EXPENDITURES 
 


These procedures document some general guidelines that have been established by the Fort Smith 


School District (FSSD).  These guidelines incorporate regulations and publications from the Internal 


Revenue Service (IRS) and recommendations from the Arkansas Department of Finance and 


Administration (DFA).   


 


The Deputy Superintendent will prepare and distribute a memo for actual rates and per diem dollar 


amounts to be used for a given school year.  For budget purposes, the amounts are set in May for the 


following school year and reviewed at the annual Principal/Administrator meeting (now known as 


“Administrative Kickoff”) in July.     


 


 


AIRLINE TRAVEL 


 


 FSSD employees should use the lowest available coach fare.  Airline costs are typically 


higher as the date of the flight approaches.  Therefore, employees should plan ahead to secure 


the most reasonable rates possible.  However, employees should not secure non-refundable 


tickets until the trip details are determined and approved. 


 


 FSSD employees should not utilize the services of a travel agency.  However, exceptions are 


allowed for large groups and unusual circumstances.  Use of a travel agency must be pre-


approved by the Chief Financial Officer. 


 


 FSSD will reimburse the cost of one checked piece of luggage per flight.  Extra luggage and 


any costs associated with “overweight” luggage is the responsibility of the employee and 


these costs will not be reimbursed.  Exceptions can be pre-approved by the employee’s 


supervisor but must be fully documented with a detailed explanation. 


 


 In-flight expenses for food, drink and other items are not eligible to be reimbursed by FSSD. 


 


PARKING 


 


 When traveling by air, parking expenses of a private vehicle at an airport may be reimbursed 


to an employee.   


 


 Whether parking fees are charged by the hotel or a separate parking garage, parking expenses 


while staying at a hotel/conference may be reimbursed to an employee.  No reimbursement 


will be allowed for valet parking with two exceptions.  The first is for situations when no 


other parking is available at or near the hotel/conference.  The second exception is when 


walking from a separate parking facility to the hotel/conference is a safety concern.  
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RENTAL CARS 


 


 Expenses for rental cars may be reimbursed when rental cars are essential to avoid the high 


cost of taxi or shuttle service for long distance meetings.  The use of rental cars must be pre-


approved by the employee’s supervisor.   


 


 Rental cars are typically a contract between the rental car agency and the employee (and not a 


contract with FSSD).  Therefore, rental car insurance may be reimbursed if purchased, as 


long as the cost is reasonable. 


 


 


TAXIS & SHUTTLES 


 


 Expenses for taxi or shuttle services may be reimbursed when necessary to travel to and from 


the airport and hotel/conference.  An original receipt is required to be attached to the request 


for reimbursement. 


 


 No reimbursement for taxi or shuttle services for leisure activities or personal business will 


be allowed.  Taxi or shuttle services to meal locations may be reimbursed if the distance 


traveled and fare charged is reasonable.  A receipt and a signed statement from the employee 


with details of the date, time and explanation must be attached as documentation to the 


reimbursement request.   


 


 


LODGING 


 


 Lodging must be obtained at the lowest available rate for suitable accommodations. 


 


 FSSD will not reimburse an employee for separate hotel charges of internet services.  The 


exception is when an employee is required to work in the hotel room and must have access to 


the internet to complete the work.  This exception must be pre-approved by the employee’s 


supervisor.  The need to check e-mails from the FSSD web site is not an exception.  E-mails 


should be reviewed at other locations where free internet services are available. 


 


 FSSD will not reimburse an employee for personal expenses such as room service, in-room 


entertainment and personal phone calls. 


 


 The sharing of rooms for lodging is not a requirement of FSSD at this time.  However, in 


order to maximize available travel funds, a supervisor may request that employees share hotel 


rooms while out of town. 
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TIPS 


 


A reasonable tip for handling luggage (bellhop) and/or for taxi/shuttle services can be reimbursed by 


the District, including the use of state categorical funds (Professional Development – Fund 2223).  If 


the travel costs are to be paid by federal funds or a specific grant, the employee must verify that the 


tip is reimbursable under the compliance terms of the federal program or grant.  If not, the tip 


reimbursement must be isolated and paid by another source of funds to be approved by the 


employee’s supervisor. 


 


 


MEALS 


 


 For this section, “per diem meal” is defined as the payment to an employee for a meal where 


the payment is based upon an established amount set by FSSD.  “Per diem meal rate” is 


defined as the specific dollar amount established for each meal and this amount includes all 


taxes and tips.   


 


 The per diem meal rate is set by the Deputy Superintendent for each year.  One rate will be 


used for in state meals and a separate rate will be used for out of state meals.  Payments to 


employees for per diem meals will only be paid for meals while on school business. 


 


 A receipt is not required if per diem meal rate is used. 


 


 These maximum per diem meal rates for a meal may be exceeded if attending a school 


business meal with a cost that exceeds the per diem meal rate.  In this situation, a receipt of 


the meal is required with the request for payment.  An actual receipt with details of the meal 


must be included with the request for reimbursement.  A copy of the credit card receipt is not 


an acceptable replacement for the detailed receipt.   


 


 If a conference/meeting provides a meal, the per diem meal rate should not be requested by 


the employee.  If a hotel provides a free breakfast, the per diem meal rate for that breakfast 


should not be requested by the employee.   


 


 If traveling, breakfast per diem meals will be available only if traveling before 6:00am.  Also, 


dinner per diem meals will be available only if traveling after 7:00pm.  If traveling a portion 


of a day and working in Fort Smith the other portion, no lunch per diem meals will be 


available if the employee is in Fort Smith between 11:30am and 1:30pm.  “Traveling” is 


defined as working out of town or traveling (by air or car) while on school business. 
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MILEAGE 


 


 The Deputy Superintendent will set the reimbursement rate for school business travel in a 


private vehicle in May of each year for the following school year.  The most direct route 


should be used by the most economical means.  Transportation should be shared, if feasible, 


when two or more employees attend the same meeting. 


 


 An employee may choose to drive to a hotel/conference even though traveling by airline may 


be more economical.  In this case, the amount of the reimbursement for mileage is limited to 


the cost of the lowest available coach fare for the employee.  This option to drive instead of 


fly must be pre-approved by the employee’s supervisor and the limitation of the 


reimbursement may not be waived by the supervisor. 


 


 If a group of employees choose to drive to a hotel/conference in one vehicle, the limitation 


for mileage reimbursement is set as the total cost of the lowest available coach fares for each 


employee.  Again, this option to drive in one vehicle instead of fly must be pre-approved by 


the employee’s supervisor and the limitation of the reimbursement may not be waived. 


 


 For common school business trips, the following table of one way mileage is to be used 


unless the employee provides documentation of the additional miles driven with the 


reimbursement request. 


 


FSSD offices to Little Rock  160 miles 


FSSD offices to Conway (UCA) 135 miles  


FSSD offices to Hot Springs  125 miles 


FSSD offices to Tulsa (Airport) 120 miles 


FSSD offices to Russellville (ATU) 85 miles 


FSSD offices to Bentonville (XNA) 85 miles 


FSSD offices to Rogers  80 miles 


FSSD offices to Springdale  70 miles 


 FSSD offices to Fayetteville (UofA) 60 miles 


 FSSD offices to Branch (Co-Op) 30 miles  


 


 Unless utilizing the table above, actual miles driven for school business should be maintained 


by the employee.  Miles driven for leisure activities or personal business should not be 


included in the miles driven for school business.  The use of “MapQuest” to document the 


miles from the FSSD office to the destination is strongly encouraged and may be a 


requirement by some administrators.  Rules and regulations issued by DFA or the IRS may 


make this a requirement for FSSD employees in the future.  
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 Mileage is reimbursed for miles actually driven while on school business.  An employee’s 


commute to the office is not mileage that can be reimbursed.  Therefore, mileage is 


reimbursed using the lesser of:  


 


Miles to/from the office to the business destination or  


Miles to/from your home to the business destination 


 


For example, if you live in Alma and you have school business in Little Rock.  The actual 


mileage from your home to Little Rock is 140 miles.  The mileage from your office to Little 


Rock is 160 miles.  If you left your home for Little Rock on school business and returned to 


your home, your reimbursement request should be for 280 miles (140 miles x 2).  If you left 


your office for Little Rock on school business and return directly to your home, your mileage 


would be 300 miles (160 miles + 140 miles). 


 


Furthermore, if you live in Spiro and you have school business in Little Rock.  The actual 


mileage from your home to Little Rock is 185 miles.  The mileage from your office to Little 


Rock is still 160 miles.  If you left your home for Little Rock on school business and returned 


to your home, your reimbursement request should be for 320 miles (160 miles x 2).  If you left 


your office for Little Rock on school business and return directly to your home, your mileage 


would be still be 320 miles.  You will not be reimbursed for your “commuting” mileage 


(which is the mileage from your home to the office).    


 


 


THIRD PARTY REIMBURSEMENTS 


 


If mileage or other travel expenses are fully reimbursed by a third party, a reimbursement by FSSD 


should not be requested. 


 


A FSSD employee should not pay for the travel expense of another FSSD employee, even when they 


are traveling together.  Airfare, registration, lodging and other travel expenses for an employee 


should be paid by the employee (and therefore reimbursed to the same employee).   


 


There are a few exceptions to this rule – such as sharing a taxi/shuttle or hotel room and discounts on 


combined registration costs.  Additionally, this rule does not apply if multiple employees are 


traveling together in one vehicle.  Further exceptions to this rule can be pre-approved by the Chief 


Financial Officer.  
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TRAVEL GUESTS 


 


Any expenses related to travel for a spouse or guest will not be reimbursed.  While employees will 


not be required to allocate and remove any shared cost of mileage or lodging from a reimbursement, 


no reimbursements will be allowed for any travel expenses of a guest.  Any extra charges incurred 


because of the guest (such as extra hotel fees for additional occupancy) should be removed from the 


reimbursement request.   


 


 


ADVANCES 


 


Beginning July 1, 2010, advances for travel expenses or conference/registration fees will no longer 


be routinely approved.  If there are circumstances where an unnecessary burden is placed upon an 


employee, please contact the Chief Financial Officer to determine if alternate measures can be taken.  


However, certain federal programs and funding sources may not allow advances under any 


circumstances. 
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FOR PARKER CENTER
FINANCIAL SECRETARY USE ONLY
 
 Funds are available in this category.  
REIMBURSEMENT ONLY
Parker Center must receive form 2 weeks prior to travel date.
  FUNDING SOURCE
FEDERAL GRANTS
STATE FUNDING
PRE-K FUNDING
DISTRICT FUNDING
OTHER FUNDING
  TRAVELER INFORMATION: (One form per individual per trip.  All information must be completed.)
  CONFERENCE/ACTIVITY:
 
 
 
 
   Does this conference/activity qualify as Professional Development?
  ESTIMATED EXPENSES: (YOU ARE RESPONSIBLE FOR ALL ARRANGEMENTS ONCE YOU RECEIVE APPROVAL.)
Attach a copy of the registration form. (Do not register until you receive a copy of the approval.)
$0.45 per mile
round trip
(Please reference district procedures for calculating mileage.)
X
IN STATE MEALS
Breakfast
Lunch
Dinner
OUT OF STATE MEALS
Breakfast
Lunch
Dinner
Receipts are required - taxi, parking, etc. (extra baggage fees NOT allowable unless due to conference materials)
 SUBSTITUTE INFORMATION
 
 
If approved, please ensure your Principal or designee submits an official request for substitute to Parker Center via E-mail.
Parker Center funds not applicable for ART, MUSIC, P.E., & GATE. Please follow district guidelines for obtaining substitutes for these individuals.
PRINCIPAL / DATE
SUPERVISOR / DATE
DIRECTOR OF STUDENT ACHIEVEMENT
and ACCOUNTABILITY / DATE
Upon approval, a copy will be returned for your files.
BUDGET UNIT
ACCOUNT
NOTE: Click the paperclip in left navigation pane
 to access a copy of the District Travel Procedures.
Student Achievement and Accountability
PREAPPROVAL
TRAVEL FORM
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