Approvals

Travel Authorization
Form

District Credit Card
Request

DISTRICT TRAVEL PROCEDURES

Purchase
Orders

Airfare
Hotel
Registration

Reimbursements

*|n most cases, one PO can be
issued to the district
purchasing card for the hotel
and airfare for all attending.
e Registration fees will be paid
with a PO directly to the
vendor, unless a PO is not
accepted.

Travel

Arrangements

Book hotel

® Submit credit card
authorization as required by
hotel

Purchase airfare

Register for conference

¢ All purchases made with the

district purchasing card must

be submitted for payment by
the bookkeeper within 24
hours. Submit all payments

(PO w/ invoices/receipts) to

finance@bernalillops.org.

e Traveler will sit with site
bookkeeper to purchase
flights and reserve hotel

rooms.

Travel

Traveler is responsible for
following all district
procedures

No sharing food between
parties. One person per receipt.

No alcohol purchases on
receipt, or entire receipt will be
denied.

Tip line must be pre-printed on
receipt.

Receipt must have full
name/address of restaurant,
and must be itemized.

Reconcile

Submit traveler receipts
for reimbursement with
original copies of receipts
on individual pages
corresponding to 24
hours of travel each.

Complete Travel
Reimbursement Form

Upon receipt of complete
Travel Reimbursement
Form and original
receipts, Business Office
will approve and route
for payment through
payroll (no taxes or
witholdings for this
reimbursement).
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