
 
Travel 

 
 

(1) TRAVEL REQUEST/ITINERARY REPORT 
 
 At least two weeks in advance of travel, a Travel Request/Itinerary Report 

must be submitted to the superintendent or his/her designee.  A check will be 
cut to the individual(s) for advance per diem or other approved costs such as 
registration fees.  Keep in mind when requesting travel advances that checks 
are cut on the 2nd and 18th of each month. 

 
For staff travel, a purchase requisition shall be initiated if two or more staff is 
traveling together.  Purchase requisitions; encumbrances shall follow the 
budget allowance. 

 
 If travel expenses are not requested two weeks in advance and travel is 

authorized, the individual traveling must pay all travel expenses and submit 
receipts and a Travel Itinerary Report before reimbursement will be made. 

 
 Upon return from authorized travel, a copy of the Travel Request/Itinerary 

report along with transportation receipts (tickets), TR copies, registration fees, 
etc. must be submitted 

 
(2) TRAVEL REQUEST FORM (TR’s) 
  
 TR’s will be issued from the district office to program administrators and board 

members.  Airline costs, car rentals, etc. can be put on a TR.  No charges to 
airlines will be allowed without a TR or purchase order.  The TR is only good 
for individuals traveling on district-authorized business.  

 
(3) PER DIEM 
 
 Per diem rates are computed on a quarterly basis.  A quarter is from 12am to 

6am, 6am to 12 noon, 12 noon to 6pm and 6pm to 12am. 
 
 a.  In district travel - up to $10.00 per quarter 
  
 b.  Out of district travel - $12.50 per quarter plus lodging 
 
(4) TRAVEL ON CHARTERS 
 
 Anyone traveling on district business need to let air carriers know prior to 

travel whether a charter will be split by another individual or agency for billing 
and liability purposes.     

 
 All air carriers have been requested to bill individuals not on district business 

directly so that the district billing does not reflect the cost of non-district 
authorized personnel. 



 
 
(5)  STUDENT TRAVEL 
 
 Purchase requisitions shall be initiated for all student travel.  The encumbered 

funds shall follow budget controls. A daily rate will be established on a per 
student basis for all student travel or in cases where staff accompanies 
students. 

 
 All student travel is receipts reimbursable.  Travel expenses must be 

requested at least two weeks in advance.  Keep in mind that accounts payable 
checks are cut on the 2nd and 18th of each month.  A written report and an 
accounting of all expenses must be returned to the business office after travel 
is completed. 

 



 
(6) APPROVED AIR CARRIERS 
 

At the present time, the following carriers meet the district’s requested 
insurance guidelines: 
 
Alaska Airlines, Frontier Flying, Hageland, Inland Aviation, Magnuson Airways, 
Pen Air, Redline Air, Tanana Air, Warbelow's Air, Wrights Air. 
 
Air carriers other than those listed may not be used.   

 
(7) TRANSPORTATION FOR FREIGHT 
 
 A TR must be used for all freight that is shipped.  If freight is being shipped 

(books, records, computers, equipment, etc.) a detailed description of the 
freight (type of item, weight, use) should be included on the travel request (TR) 
along with the appropriate account code or a description of what the item is for 
coding purposes.  Yellow copies of the TR must be sent to the district office 
(no other documentation is necessary). 

 
(8)  CAR RENTALS 
 
 Individuals traveling on district business are encouraged to stay at the lodging 

closest to the location of out-of-district meetings.  Car rental authorization will 
not be granted to personnel who choose to stay at other lodging facilities by 
choice.  All car rentals require prior approval of the superintendent or 
designee.  When a car rental is approved, reservations shall be made in 
advance so that the most economical vehicle can be obtained.  Do not elect 
the collision damage insurance.  Collision damage for all car rentals is covered 
under the district’s automobile policy through the Alaska Municipal League. 

 
(9)  TAXI FARES/AUTO EXPENSES 
 
 The district will reimburse authorized travelers for taxi and employee 

automobile expenses based upon the presentation of receipts if the expenses 
cannot be covered by the per diem rate received. 

 
 The district will pay $0.50 per mile per automobile when a personal automobile 

is used in lieu of a car rental or air carrier for district.  Prior approval by the 
superintendent is necessary.  Reimbursement will only be paid up to the 
amount of the most economical round-trip air ticket available for the 
destination when an automobile is used in lieu of flying. 

 


