
 
 
 
 
 
 
 

STUDENT TRAVEL 



 





 Student Travel 
 

• Student travel rationale must be requested using the School Board Agenda Format 
 The following information must be attached to request: 
    Objective of student travel 
  Student Travel Form (Cost analysis and funding source) 
  List of Students 
  List of staff members supervising students 
  Itinerary 
 

• All student travel must be approved as follows: 
 
 Secondary Schools 
  Executive Director for Secondary Education 
  Assistant Superintendent for Curriculum and Instruction 
  Superintendent 
  School Board (If required, see School Board Policy FMG Local) 
 
 Alternative Center 
  Area Director for Alternative Centers 
  Assistant Superintendent for Curriculum and Instruction 
  Superintendent 
  School Board (If required, see School Board Policy FMG Local ) 
 
 Elementary Schools 
  Executive Director for Elementary Education 
  Assistant Superintendent for Curriculum and Instruction 
  Superintendent 
  School Board (If required, see School Board Policy FMG Local ) 
 

• Student related travel requires the use of a 6412 object code (sponsors traveling with 
students must be coded with a 6412 object code). 
 

• A purchase order payable to restaurant must be processed for meals. 
 

• If restaurant does not accept purchase orders, student meal advancements will be 
processed through the Secretary for Budget and Finance using the Travel/Reimbursement 
Request Form.  Student travel rationale must be attached to Travel/Reimbursement 
Request Form.   

 
Plan accordingly to allow sufficient time to process check. 
 
After returning from trip an advance/cost comparison must be prepared and submitted to 
the Secretary for Budget and Finance.    

 
• Student Meal allotment will be at the following rate: 

  
 Breakfast –$ 5.00, Lunch -$6.00, Dinner – $7.00) 

 



Student Travel (continued) 
 

• Sponsor Meal Reimbursement will be at student rate (In-Region and Out-of-Region) 
 

• Lodging when applicable will be reimbursed at actual cost. 
 

• A Purchase Order must be issued for charter buses and hotels. 
 

 Refer to the current Purchase Order Requisition Resource Material online 
 information for approved vendors and related information. 

 
• Student field trips for entertainment are not allowed through federal and state funds. 

 
• La Joya ISD does not allow employees to transport students in personal vehicles. 

 
  
 

 


