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General Information 

1. As a traveler using District funds, it is the traveler’s responsibility to be familiar with the 

District’s travel policies and procedures.  Failure to do so could result in expenditures not being 

reimbursed. 

2. The Arizona Department of Administration (DOA) sets the policies and maximum allowable 

reimbursement rates for all in state and out of state district travel and publishes them in the 

State of Arizona Accounting Manual (SAAM).  These rates are subject to change.  A copy of 

SAAM and the most updated reimbursement rates can be viewed at 

http://www.gao.az.gov/travel/. 

3. A request for authorization to travel must be made using the Maricopa Unified School District 

Travel Request form.  The travel request form shall be submitted to the appropriate 

administrator(s) as soon as possible, but no less than 30 days prior to traveling.  The form should 

be submitted with appropriate itinerary, conference brochure, etc. 

4. Superintendent approval for all travel is required. 

5. When district travel is approved, the most economical means of conducting business should be 

selected. 

6. To be in travel status, a traveler must be more than fifty (50) miles from both the traveler’s 

residence and regular duty post. 

7. Meals that are reimbursed to a traveler when the travel does not involve an overnight stay are 

taxable income to the traveler. 

8. A copy of the flight itinerary, receipts (including meals, hotel, shuttle/taxi, etc.), conference 

registration, brochure, and travel request form must be submitted with the travel claim.  

Documents should not be altered in any way. 

9. Travel claims shall be submitted to Business Services within 45 days after travel has occurred.  

Once processed by Business Services reimbursement will be handled through accounts payable. 

10. In order for the traveler to be reimbursed there must be a purchase order in their name prior to 

the travel. 

11. If you are considering driving your vehicle rather than flying, please include a cost analysis 

showing that driving is the lesser cost of the two modes of transportation.  Only the lesser cost 

of the two modes of travel will be reimbursed.  If you have questions, please contact Business 

Services. 

12. Travelers will not be reimbursed for cancellation, changes, or late charges when incurred for 

personal reasons.  Charges for changes or cancellations for personal reasons of the traveler are 

the responsibility of the traveler. 

13. A traveler using a privately-owned vehicle must have current vehicle liability insurance and a 

valid driver’s license and provide proof of both with the travel request. 

14. Travel rewards or benefits from airlines or lodging establishments that are obtained through 

District travel are property of the District. 

15. No reimbursement will be made for recreational or social activities that may be offered in 

connection with a conference. 

 

 

http://www.gao.az.gov/travel/
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Mileage 

In accordance with the State of Arizona Accounting Manual (SAAM), the current mileage rate 

established by the DOA is $0.445 per mile.  This rate is subject to change.  Check the most recent update 

of SAAM for the most current rate. 

Guidelines for Calculating Mileage 

1. When calculating out of district mileage, please use Google Maps, MapQuest or a similar 

program to track distance. 

2. Commuting miles are not reimbursable.  The cost of commuting between a personal residence 

and a regular duty post is not reimbursed regardless of the distance.  This includes commuting 

on weekends, holidays or other non-working days. 

3. If requesting mileage reimbursement and you are departing and/or returning from your 

residence, the commuting miles will be deducted from your reimbursement. 

4. The traveler must use only the miles for the most direct route to and from each destination. 

5. Include the address of the departure location if it is not one of the District’s schools/locations.  If 

an address is not provided, the Travel Expense Claim form will be returned to the traveler for 

completion before reimbursement can be made. 

6. Round mileage to the nearest whole mile. 

7. Use the MUSD Site-to-Site Mileage Chart for the in-district mileage. 

8. The current mileage reimbursement rate includes all associated cost including fuel, oil, towing 

charges, repairs, replacements, tires, depreciation, and insurance.  The District will not pay any 

additional costs. 
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Transportation 

Airfare: 

1. The Administrative Assistant to the Director of Business Services will make air transportation 

reservations if requested by the traveler.  Desired arrival and departure times will be honored as 

close as reasonably possible. 

2. If the traveler wishes to make their own air transportation reservations, they may do so.  

Original receipts and air travel itinerary are required for airline expenses when turning in your 

travel claim.  Three (3) quotes/screen shots, obtained while you made air transportation 

reservations, identifying that you purchased the lowest cost airfare, must be included when 

turning in your travel claim. 

3. Coach or economy class non-refundable plane tickets are the only approved types of tickets for 

commercial air travel.  Travelers will check for the lowest fare and consider connecting flights 

when practical. 

4. Travelers will be reimbursed for the cost of one bag.  If additional baggage is necessary, 

justification must be submitted in writing with the travel claim; a receipt will be required. 

5. Airline tickets should be purchased at least 21 days prior to travel to avoid higher costs. 

 

Shuttle/Taxi/Rental car/Parking 

1.  The most reasonable means of transportation should be used when traveling to and from 

airports. 

2. Using a shuttle to travel between the airport and hotel should be used before considering a taxi 

or rental car. 

3. Rental cars are only acceptable if it is cheaper than taking a shuttle or taxi.  Written 

documentation must be provided showing this and an itemized receipt is required.  Costs that 

will be covered on a rental car while in travel status include the actual cost of the vehicle, fuel, 

oil, tolls and parking.  No reimbursement is allowed for vehicle liability insurance, collision 

damage waiver or optional upgrades. 

4. The most economical means of parking should be used when necessary. 

 

Airport Parking 

Airport parking in Phoenix will be reimbursed at the lesser of actual amount incurred or six dollars and 

fifty cents ($6.50) per day.  This amount is the maximum allowed per SAAM and is subject to change.  A 

receipt for parking must be provided for reimbursement. 

 

City Parking 

Conference attendance city parking will be reimbursed.  A receipt for parking must be provided for 

reimbursement. 
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Lodging 

Rates 

1. Lodging at the conference hotel should be the traveler’s first choice.  The conference hotel rate 

should be listed in the conference brochure and the brochure should be attached to the Travel 

Expense Claim form. 

2. When there are no vacancies at the conference hotel, accommodations at alternate hotels in 

the immediate vicinity of the conference may be considered.  However, reimbursement for the 

cost of a non-conference designated hotel shall be no more than the rate for that city as 

identified in the state’s approved rates. 

3. An original itemized hotel receipt in the traveler’s name that shows a $0 balance is required for 

reimbursement. 

4. Personal telephone calls, movie rentals, room service, etc., will not be reimbursed. 

5. Internet access charges required for District business are reimbursable but must be requested 

and approved in advance by your administrator. 

 

Sharing Rooms 

If travelers are sharing a room, they should ask for split receipts.  If the hotel can’t do this, one traveler 

should submit the original receipt for the total lodging cost and, if cost exceeds the reimbursable rate, 

collect half the difference from the other traveler sharing the room  The receipt and travel claim must 

indicate the names of the travelers who shared the room  If two travelers are sharing a room, the 

maximum total reimbursement amount cannot exceed the total of two single-room rates plus tax. 
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Meals 

General Information 

1. Although they normally do so, the amounts allowed for meals are not necessarily 

intended to cover the entire cost of a meal taken while in travel status. The amounts are 

enough to compensate the traveler for the estimated difference between the 

cost of a meal taken on the road and the cost of a meal prepared at home or purchased at a 

cafeteria operating in a District facility. 

2. Meals that are reimbursed to a traveler when the travel does not involve an overnight stay are 

taxable income to the traveler. 

3. Travelers will be reimbursed for no more than three meals per day. 

4. Meal reimbursement will be for the actual cost of the meal not to exceed the maximum 

allowable reimbursement rate.  Itemized receipts are required (no credit card copies). 

5. Maximum allowable meal reimbursement rates are provided in SAAM. 

6. Meals satisfying special dietary needs will generally be provided by airlines, conferences, etc., if 

requested.  It is the traveler’s responsibility to make, on a timely basis, the necessary 

arrangements for such special needs.  If the traveler’s request for a meal satisfying a special 

dietary need is denied, in order to claim a reimbursement for the cost of a meal that otherwise 

would have been provided to the traveler without cost, the traveler must provide medical 

documentation of the condition with the reimbursement claim. 

7. The maximum allowable reimbursement rate includes cost of the meal, beverage, tax, tip and 

transportation between lodging and location where the meal was consumed.  Please keep in 

mind that when tipping, a normal tip should be from 10% to 20%.  If an employee wishes to tip 

more than 20%, it will be considered a personal, non-reimbursable expense. 

8. A traveler is only eligible for reimbursement of a meal when they are at least 50 miles from their 

permanent assignment location. 

9. A light snack, consisting of no more than cookies, pastries, candies, coffee, tea, soft drinks, ice 

cream and/or similar refreshments, provided by the host of meetings or training events does 

not constitute a meal. 

10. A light snack differs from a meal in that it does not contain enough variety of quantity of edibles 

from which a meal may be assembled. 

For example, if only cookies and coffee are served, there is neither the variety nor the 

volume of choices from which a meal can be constructed. 

 

Allowable and Non-Allowable Meal Reimbursement 

1. Travelers will be reimbursed only for meals for themselves.  Travelers will not be reimbursed for 

meals for other travelers, friends, family, etc. 

2. Alcohol is not reimbursable. 

3. When meals are provided to the traveler at no cost, they may not claim reimbursement for 

those meals.  This includes meals provided by the hotel, conference, vendors, or airlines. 

4. Snacks are not reimbursable. 
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5. Travel time shall begin when the traveler leaves their residence or their District site, whichever 

occurs last, and ends when the traveler returns to their residence or District site, whichever 

occurs first. 

6. Travel Status Meal timelines are as follows: 

A meal provided 

 Between 12:01 a.m. and 10:00 a.m. in the location where provided is deemed to 

be breakfast. 

 Between 10:01 a.m. and 2:00 p.m. in the location where provided is deemed to 

be lunch. 

 Between 2:01 p.m. and 12:00 midnight in the location where provided is 

deemed to be dinner. 

7. On the day of departure, the traveler may only be reimbursed up to 75% of the maximum 

allowable reimbursement rate for the destination location.  On the day of return, the traveler 

may only be reimbursed up to 75% of the maximum allowable reimbursement rate for the 

location last stayed the night before returning to home.  The 75% limitation on the days of 

departure and return applies no matter the time of departure or arrival, the length of the travel 

day, or the number of meals purchased and consumed. 
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Reimbursement Checklist 

 

__________   Copy of MUSD Travel Request Form with appropriate signatures 

  

__________   Airline itinerary/receipt (required if air travel is used) 

 

__________   Three (3) quotes/screen shots, obtained while you made air transportation reservations, 

identifying that you purchased the lowest cost airfare (if you made your own flight arrangements) 

 

__________   Lodging receipt, please mark “personal” or “business” for phone calls and/or internet 

access 

 

__________   Itemized meal receipts (taped to an 8.5 “ x 11” paper) 

 

__________   Conference (or meeting or training) program indicating agenda, location, dates, events, 

hotel, and meals 

 

__________   Shuttle or taxi receipts (taped to an 8.5” x 11” paper) 

 

__________   Commute mileage deducted from mileage (if necessary) 

 

__________   Other documentation and receipts if necessary/required (i.e. cost analysis of drive vs fly, 

cost analysis of rental car usage, rental car agreement and receipt, justification of excess baggage, 

statement of medical condition, shared rooms, parking receipts, etc.) 

 

Notes:  Receipts must be original and have a zero balance.  Smaller size receipts should be taped to an 

8.5” x 11” paper.  Document any reason for extended travel before or after conference/meeting dates.  

Please retain a personal copy of all documentation submitted. 
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