
Midland Independent School District

Professional Travel Requisitions

Travel Checklist:

Requisition must be a blanket PO

Required detail line items on Requisition (if applicable)

 CC (963.64) -   Registration fee for event

 CC (993.56)  - Hotel   - * Reference  federal funds  requirements below

 CC (993.61) - Flight

 CC (993.67) -  Auto Rental  

 CC (450.15) -  Fuel 

 Attachments uploaded to Requisition (if applicable)

 Approved Travel Request Form:

  In-State Travel Request Form-Local Funds

Approval Path: Traveler, Supervisor

  Out of State Travel Request Form-Out of State/Country

Approval Path: Traveler, Supervisor, Superintendent

 Even registration information (provide login credentials if needed)

 Hotel: Provide 1st/2nd Choice

 Flight: Date/Times of departure/return

 Flight Refund Letter

 Auto Rental Estimate

Federal Funds additional requirements:

Required detail line items on Requisition (if applicable)

   Hotel: a federal and a local budget account required

 GSA Rate Sheet for Hotel

 Attachments uploaded to Requisition (if applicable)

 Approved Travel Request Form:

  In-State Travel Request Form-Federal Funds

Approval Path: Traveler, Supervisor, Federal Funds Coordinator

  Out of State Travel Request Form-Out of State/Country

Approval Path: Traveler, Supervisor, Federal Funds Coordinator, Superintendent

 ESSER Forms

 SAM.GOV for Hotel/Wells Fargo/Event etc...

****Check hotel folio for no state taxes , have hotel foilo sent to travel@midlandisd.net.******
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https://na2.docusign.net/Member/PowerFormSigning.aspx?PowerFormId=dd22cf45-a0db-492c-a70d-4334bba53aca&env=na2&acct=9997b5d7-76e3-44b2-88c3-af89fa2f7ae1&v=2
https://na2.docusign.net/Member/PowerFormSigning.aspx?PowerFormId=5995c981-53c6-47cd-8e08-78c720bc089b&env=na2&acct=9997b5d7-76e3-44b2-88c3-af89fa2f7ae1&v=2
https://www.midlandisd.net/cms/lib/TX01000898/Centricity/Domain/44/RefundflightLetter.pdf
https://legacy.enterprise.com/car_rental/mileageCalculator.do
https://www.gsa.gov/travel/plan-book/per-diem-rates
https://na2.docusign.net/Member/PowerFormSigning.aspx?PowerFormId=86b1b822-ddc6-4255-808c-ad56a0cb100c&env=na2&acct=9997b5d7-76e3-44b2-88c3-af89fa2f7ae1&v=2
https://na2.docusign.net/Member/PowerFormSigning.aspx?PowerFormId=5995c981-53c6-47cd-8e08-78c720bc089b&env=na2&acct=9997b5d7-76e3-44b2-88c3-af89fa2f7ae1&v=2
https://tea.texas.gov/sites/default/files/esser-allowable-uses-of-funds.pdf
https://secure.login.gov/?request_id=e57e1ec2-e599-46ba-b301-0802acd3b62f

