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BROWNSVILLE INDEPENDENT SCHOOL DISTRICT
TRAVEL DEPARTMENT
123 E. Price Road, Room 213

Brownsville, Texas 78521

956-698-0707
Fax 956-982-3815 
TRAVEL PROCEDURE
CENTRALIZED OUT-OF-DISTRICT TRAVEL ARRANGEMENT PROCEDURES
EMPLOYEE TRAVEL APPROVAL
All travel arrangements must be made through the Brownsville Independent School District Travel Department (BISD TD) at least 30 days in advance.  Administrative staff, Principals and Directors are responsible for ensuring compliance with these procedures. 

1. The Travel Reservation Request Form (link located on web-site for the Travel Department) must be submitted to the Travel Department via fax or e-mail. 
2. A copy of the approved Professional Leave, with the required  signatures, must be submitted to  the Travel Department together with the travel request form for the following: 
· Deposits or registration fees for conferences or seminars
· Out-of-District Travel
· Out-of-State travel/Out-of-Country travel

· Hotel rates that exceed The State of Texas contracted rates

· Car Rentals 

· Charter Buses 

3. The Travel Coordinator will process a Purchase Request (PR) using the assigned location number for anyone requesting travel arrangements for: 
· Airline Tickets

· Lodging

· Vehicle rentals 

4. Airline ticket reservations made through the District’s Travel Department, will be paid with the District’s credit card.  The account number of the location requesting the travel will be used to pay the credit card charges. 

5. Hotel reservations made through the District’s Travel Department, will be confirmed and paid with the District’s credit card. The account number of the location requesting the travel will be used to pay the credit card charges. 
6. Before a Purchase Order (PO) is issued, all documentation must be submitted to the Travel Department. 

7. Employee out-of-state travel requires:
· Superintendent approval
8. Rental Car requires:

· Superintendent approval
9. Employee out-of-country travel requires: 
· Superintendent and Board approval  
AIR TRAVEL

Air travel will be authorized if it is deemed feasible, efficient and economically advantageous to the District. While the Brownsville Independent School District is a participant in the State Travel Management Program with the State of Texas, every effort  should be made to plan in advance in order to take advantage of the lowest possible airfares available in the market.  
· At least 30 days prior to departure, the Traveler must submit to the official district Travel Coordinator a:

· Travel Reservation Request Form (for airline tickets, hotel reservations, car rentals) 
· Copy of approved Professional Leave 
· Provide traveler home or cell phone number (especially if traveling on weekends) in case the airline needs to contact you with any last minute schedule changes. 

· Requests for Registration fees and deposits for conferences or seminars must have an approved Professional Leave attached.  Failure to submit an approved copy of the Professional Leave will result in the Purchase Request being denied.


When planning for your trip please keep in mind the following:

· Peak Season travel dates are: 

 -Spring Break (end of February thru end of March)
 - Easter Week

 - July 4th Holiday

 - Thanksgiving Holiday
 - Christmas Holiday
· The Travel Coordinator will process the Reservation Request and e-mail the itinerary to the traveler for approval via return e-mail.     
· Airline tickets will be purchased with the District’s credit card. The travel coordinator will process the Purchase Request. The account number of the location requesting the airline ticket will be used to pay for the credit card charges.  
· Once all travel arrangements have been approved by the traveler, the Travel coordinator will issue the airline tickets and provide the traveler with his/her travel documents.  
· Non-refundable airline tickets are valid for one year from the date of issue and must be cancelled prior to departure. If an airline ticket is not cancelled prior to departure there is no value to the ticket and the ticket becomes void and cannot be used. You must contact the District’s Travel Coordinator during normal business hours for cancellations.  If cancellations occur during weekends or holidays, the traveler will be responsible for contacting the airline directly for cancellation of ticket.
HOTEL ACCOMODATIONS
Hotel reservations, made through the District’s Travel Department, will be confirmed and paid with the District’s credit card.  
1. The State of Texas contract hotel rate is $85.00 per night for in-state travel.  Please contact the District Travel Coordinator for the applicable out-of state rates. 

2. The Superintendent may approve more than the state approved rate per individual when the travel is required by the District and is reasonable. 
3. In cases where there is a special “reduced” conference room rate, that exceeds the applicable State of Texas contracted rate, the conference rate will be paid with the Superintendent’s approval and the difference will be paid with a 199 account. 
4. If attending a Conference, you must provide the Travel Coordinator with the appropriate information regarding any special hotel conference rates.  If the conference rate is lower than the State rate the conference rate will be booked.
5. BISD will only pay room and tax for lodging.  Hotels will require a major credit card for incidentals.  DO NOT USE your debt credit card as some hotels may charge your entire stay to your debit card. The District will not be held responsible for any problems arising from this situation.  

6. You must contact the District’s Travel Coordinator during normal business hours for hotel cancellations.  If cancellations occur during weekends or holidays, the originator will be responsible for contacting the hotel directly for cancellation of reservations.  No-show penalties for non- cancellation will become the responsibility of the originator and all penalties will be deducted from the originator’s travel budget.  
CAR RENTALS
CAR RENTALS REQUIRE PRIOR APPROVAL BY THE SUPERINTENDENT 
1.  Effective January 2008, any person requesting a rental vehicle must be cleared through the Classified Personnel Department by contacting Judy Cuellar.  Please provide drivers name, date of birth and valid driver’s license number.
2. Vehicles leased under the State of Texas contracted rates will automatically be covered for both Loss Damage Waiver (LDW) and Liability insurance.    
Please refer to the BISD Travel Procedures manual for further information on car rentals.
3. Any person, or group (not involving students), wishing to travel in vehicles other than a car rental or school bus can opt for the following:
· Use of a privately owned vehicle.  10 passenger van or Mini-van
· Charter buses


Please refer to the BISD Travel Procedures Manual for further 



Information under CNB (LEGAL) (LOCAL). 
4. The BISD Vehicle Rental form (on Travel Dept. web-site) must be submitted via e-mail to the travel coordinator when requesting this mode of travel. 
Established District Travel Procedures

All established District Travel Procedures as set forth by the Finance Department need to be adhered to.  The Travel Department is a support area that will centralize all out-of-district travel arrangements, providing efficiency and cost savings for all airline, hotel, and car rental services and eliminating issues that may arise while trying to make travel arrangements for individuals as well as large groups. 

Page | 1 


