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What’s New 

 Field Trip Submission Form 
 Exhibit 

General Information 

A field trip is an educational activity conducted away from the school site that is an extension of 
classroom instruction.  Any student trip that is endorsed by the school through funding or the use of 
the school name constitutes a field trip.  All field trips must comply with District policies, regulations 
and procedures.   

Forms 
All forms referenced in this section can be located at GPISD Home Page-Departments-Business Services- 
Procedures & Forms or https://galenaparkisd.com/Page/8110 and GPISD Home Page-District Forms 
https://www.galenaparkisd.com/Domain/5184. 
 
 

https://www.galenaparkisd.com/Page/8110
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Board Policy 

Travel guidelines are established to adhere to Internal Revenue Service (IRS) regulations and the following Board 
Policy: 

Policy Code  Title: Subtitle 
CNB (LOCAL)  Transportation Management: District Vehicles 
CH (LOCAL)  Purchasing and Acquisition 

Advances 

If cash is needed to be allocated to the students, an Employee Advance/Reimbursement Request must be entered 
in Frontline with the sponsor/teacher as the Recipient in order for a check to be issued.  The sponsor will provide a 
spreadsheet with the breakdown of students, number of meals to be purchased and the amount allowed per meal 
as backup to the request.  The sponsor will be required to cash the check and allocate the funds to the students.  
Each student must sign a form that explains how much money they are being provided.  The signed breakdown 
spreadsheet and any remaining funds must be returned to the Business Services Department within one (1) week 
from the date of the trip.  

 For more information on entering an Employee Advance/Reimbursement Request see Section 15: Frontline 
Procedures.    

As an alternative, a travel card can be obtained before the travel takes place to pay meals.  See “Travel with a District 
Credit Card.” 

Student meals are at the discretion of the budget manager, but may not exceed the per diem rate published by the 
United States General Services Administration (GSA) for Houston. GSA Website (These amounts update October of 
every year) (Breakfast $16; Lunch $17; Dinner $31) per participant.   

Student Travel 

For all student travel guidelines see GPISD Webpage-Departments-Fine Arts-Student Activities-Student Travel 

A Field Trip Submission Form (Exhibit 7-01) must be completed at least three (3) weeks prior to the field 
trip. The approved form must be attached to all Check Requests and Requisitions requesting payment 
for the trip. 

Once a trip request has been entered and approved, the form cannot be changed. Notify 
the budget manager of any changes to the approved trip form, email the travel specialist 
for overnight travel. 

Transportation 

Once approval for a trip has been received, a Transportation Field Trip/ Event Bus Request (Exhibit 7-02), located on 
the GPISD Transportation Department web page link at http://dev.galenaparkisd.com/trans/, must be submitted.  
Students who participate in school-sponsored trips shall be required to travel using the transportation provided by 
the District to and from the event.  Exceptions may be made if the student’s parent/guardian requests in writing 

https://www.gsa.gov/travel/plan-book/per-diem-rates
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that the student be allowed to travel with them.  Students are never permitted to transport themselves or other 
students in personal vehicles to or from school-sponsored trips.  

The District shall not be liable for any injuries that occur to students riding in vehicles that are not provided by the 
school. 

Employees transporting students in school district vehicles or rental vehicles must submit a copy of their insurance 
and driver’s license to the Transportation Department and a copy of their driving record will be requested from the 
Department of Public Safety. 

Private cars shall not be used for any trips without the approval of the Superintendent. A copy of the employee’s 
insurance and driver’s license shall be submitted to the building principal who will contact transportation and a copy 
of the employee’s driving record shall be requested from the Department of Public Safety. 

Air Travel 
In the event that air travel is necessary the District Travel Specialist or a pre-approved tour company will make all 
flight arrangements.  

All air travel will be by coach/economy class only.   

When Travelers make unapproved modifications to travel arrangements that result in additional charges, those 
additional charges will be the responsibility of the Traveler. 

Flight itinerary will be emailed to the Traveler.  The Traveler will be responsible for printing or obtaining boarding 
passes and for presenting identification acceptable to the Transportation Security Administration (TSA) and the 
airlines at time of check-in. 

If pre-approved tour company is being used, follow the District contract procedures. (See Purchasing/ Contracts 
Section 4 page 4) 

Travel with a District Credit Card 

Allowable charges when traveling with a District Procurement Card or Travel Card are hotel, parking fees, taxi/shuttle 
fees, baggage fees (if applicable) and gas (for rental and District vehicles only).  

If meals are not included in a travel package, a Travel Card can be issued by the Campus Financial Clerk or the 
Procurement Card Specialist in the Business Office. The sponsor will provide the number of students, number of 
meals to be purchased and the amount allowed per meal not to exceed the per diem rate published by the United 
States General Services Administration (GSA). GSA Website (These amounts update October of every year) (Breakfast 
$16; Lunch $17; Dinner $31) per participant.   

Meals purchased by the school for group student travel on authorized school trips are exempt from the sales tax 
only if the school contracts for meals (this would also apply for banquets for school groups).  Meals must be paid 
for with a District credit card, and the eating establishment must be provided with a Texas Sales and Use Tax 
Exemption Certificate (Exhibit 7-03).  Individual members of the groups may not claim exemption from sales tax on 
meals they purchase while on a District authorized trip. 

https://www.gsa.gov/travel/plan-book/per-diem-rates
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District Procurement Card 
If the Traveler has a District Procurement Card in their name or the campus/department has a generic card available 
for check out, the Financial Clerk or Budget Manager will need to email the Procurement Card Specialist at least 
two (2) days prior to the trip requesting a credit limit increase to accommodate travel arrangements. The email 
needs to contain the following: 

 Last 4 digits of the card that will be used 
 Event Name 
 Dates of Travel 
 Estimated Amount 

The Financial Clerk will need to provide the Traveler with the PIN # if the campus/department generic card is issued. 
The Traveler will be responsible for printing their own Texas Hotel Occupancy Tax Exemption Certificate (Exhibit 7-
04), if applicable, and Texas Sales and Use Tax Exemption Certificate prior to their trip. The form(s) need to be 
provided to avoid paying state taxes. 

Upon return from the trip, all receipts and card (if applicable) should be submitted to the Financial Clerk for 
processing in Bank of America Works. Receipts must be itemized and should not include tax. If tax is charged on 
any of the transactions made during the trip the Traveler is responsible for contacting the vendor(s) and requesting 
a credit or reimbursing the District. 

Travel Card 
Travel Cards that are checked out from the Procurement Card Specialist need to be requested at least two (2) weeks 
prior to trip. To request a Travel Card, the Travel Card Request Form will need to be completed and submitted to 
the Procurement Card Specialist.  

The Travel Card will be available for pickup by the time and date the Traveler states on the Travel Card Request Form 
unless specified otherwise. The Procurement Card Specialist will provide a PIN number for the Travel Card that is 
issued to the Traveler, a Texas Sales and Use Tax Exemption Certificate, and a Texas Hotel Occupancy Tax Exemption 
Certificate (if applicable).  

Upon return from the trip, the Traveler must submit within 7 days the Travel Card, receipts, and student names to 
the Procurement Card Specialist for processing. Receipts must be itemized and should not include tax or incidental 
charges.  If tax is charged on any of the transactions made during the trip, the Traveler will be responsible for 
contacting the vendor and requesting a credit or reimbursing the District. 
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Exhibits 

Exhibit 7-01: Field Trip Submission Form  
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Exhibit 7-02: Transportation Field Trip/ Event Bus Request  
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Exhibit 7-02: Transportation Field Trip/ Event Bus Request (continued) 
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Exhibit 7-02: Transportation Field Trip/ Event Bus Request (continued) 
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Exhibit 7-03: Texas Sales and Use Tax Exemption Certification 
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Exhibit 7-04 Texas Hotel Occupancy Tax Exemption Certificate 
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