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Travel is required

Yes

Midland Indepdent School District (MISD)  Purpose: The purpose of this flowchart is to guide employees on the travel procedures used by Midland Independent School District.

Performers of the task:
1: Performed by employee traveler (Sponsor). 2: Performed by Secretaries, with Principals as backup.  
3: Performed by Purchasing Department. 4: Performed only by Budget Managers (Directors and Pricinpals).
5: Accounts Payable Department. 6: District Cashier

No

Yes

Are students going in this trip?

1

Is this trip being paid out of 
Federal Funds?

2

No
Please complete the Docusign "Travel 

Request Form using Local Funds" (Also 
includes activity Funds)1

Please complete the 
Docusign "Travel Request 
Form using Federal Funds"

Is the form 
approved?

No

Yes

Submitter and 
Purchasing obtain 

a copy of the 
Docusign.

Secretary will key 
in the requisition 

with all 
attachments.

Feel free to discuss 
with purchasing or 
budget manager

Yes

Purchasing 
Department will 
book proper 
reservations 
and if needed 
provide P-Card 
to Traveler

Calendar invite 
will be sent by 
Purchasing 
Department to 
travelers

Trip happens

Receipts are uploaded into the credit card 
reconciliation, emailed to 
travel@midlandisd.net or brought back 
physically. If surplus funds remains, it must be 
brought back to the District Cashier along with 
student travel expense report  Within 3 
business days.

Fill out student travel 
advancement form, 

give to secretary

Credit card 
only/Check advance 

only/Or Both

Credit Card Only

Requisition 
needs to be 

submitted along 
with form and 

details 

Check Advance 
Only

Check Request must 
be submitted, using 

invoice number 
assigned by 
purchasing

Both Credit Card and
Check Advance is needed

Both credit card 
requisition and 
Check Request 

must be 
submitted 

Only credit card will be 
funded and given to 
employee traveler

Check Request 
Approved?

No

Yes

While check request is 
approved by purchasing, 

travel package is attached, 
invoice number must be 

issued by purchasing
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Accounts 

Payable will 
identify the 

check requests, 
print check and 

print travel 
packet

Credit Card Portion

Check Request Portion

Approved?

No

Required Documentation: Weether an employee traveler obtains a credit card or an advancement check, they must bring back all of the receipts obtained for district expenses. All of the receipts must be brought back except if the 
funds were given to students for them to spend on meals. Documentation must be brought back to purchasing within 3 business days of trip completion. 

Path in Yellow is for Credit Card.

Path in Green is for Check Request

Path in blue is for Professional Travel.
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Purchasing will 
request receipts if 
they are missing.
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AP Clerks will 
store  will 
receipts in 
Skyward
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