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This manual provides the framework on how 

Jackson Public Schools will administer its travel 

policy and procedures.  
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This manual is approved by JPS Business Office:  

Elieen S. Wortham, Accounts Payable Coordinator Margaret 
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2VERVIEW  
� 

7KLV�7UDYHO�3URFHGXUHV�0DQXDO�DSSOLHV�WR�DOO�-DFNVRQ�3XEOLF�6FKRROV�HPSOR\HHV�ZKR�

LQFXU� H[SHQVHV� ZKLOH� HQJDJHG� LQ� RIILFLDO� VFKRRO� GLVWULFW� EXVLQHVV�� � 2QO\� WKRVH�

H[SHQVHV� WKDW� KDYH� EHHQ� LQFXUUHG� ZKLOH� RQ� 'LVWULFW� EXVLQHVV� ZLOO� EH� UHLPEXUVHG���

'LVWULFW� WUDYHO� DQG� EXVLQHVV� H[SHQVH� UHLPEXUVHPHQW� SURFHGXUHV� PHHW� WKH� ,56�

GHILQLWLRQ�RI� UHLPEXUVDEOH�H[SHQVH�� �([SHQVHV�WKDW�FRQIRUP�WR� WKLV�SROLF\�DUH�QRW�

UHSRUWHG� DV� WD[DEOH� LQFRPH� WR� WKH� LQGLYLGXDO�� � &HUWDLQ� H[SHQGLWXUHV� WKDW� GR� QRW�

FRQIRUP� WR� WKLV�SROLF\�ZLOO� QRW� EH� FRQVLGHUHG� UHLPEXUVDEOH�� � ,WHPV�RI� D�SHUVRQDO�

QDWXUH� LQFXUUHG�ZKLOH� WUDYHOLQJ�VKDOO�EH�FDUHIXOO\� VHJUHJDWHG�E\� WKH� WUDYHOHU� IURP�

'LVWULFW�H[SHQVHV�DQG�DUH�QRW�UHLPEXUVDEOH�� 
� 

$OO�WUDYHO�UHODWHG�H[SHQVHV�PXVW�EH�PDGH�ZLWKLQ�WKH�HWKLFDO�DQG�OHJDO�OLPLWV�DV�GHILQHG�

E\�'LVWULFW��VWDWH�DQG�IHGHUDO�JXLGHOLQHV�DQG�UHJXODWLRQV�� 
� 

� 

3URPOSE  
� 

7KH�SXUSRVH�RI�WKLV�PDQXDO�LV�WR�SURYLGH�EURDG�JXLGHOLQHV�IRU�RIILFLDO�-DFNVRQ�3XEOLF�

6FKRROV� EXVLQHVV� WUDYHO� LQ� DFFRUGDQFH� ZLWK� DSSOLFDEOH� UHJXODWLRQV� DQG� VRXQG�

EXVLQHVV�SUDFWLFHV�� 
� 

TRAVEL STATUS  
� 

$Q�HPSOR\HH� LV�QRW� LQ� WUDYHO� VWDWXV�ZKHQ� WUDYHOLQJ� LQ� WKH� WUL�FRXQW\�DUHD� �+LQGV��

0DGLVU �
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� 

(XCEPTIONS  
� 

7KH�%RDUG�RI�7UXVWHHV�DQG� WKH�6XSHULQWHQGHQW�RI�6FKRROV�RU� WKHLU�GHVLJQHHV�KDYH�



 �
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ACCOUNTS PAYABLE RESPONSIBILITIES  
� 

7KH�$FFRXQWV�3D\DEOH�VWDII�LV�UHVSRQVLEOH�IRU�UHYLHZLQJ�DOO�DSSURYHG�WUDYHO�UHODWHG�UHTXHVWV�DQG�
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• &DU�UHQWDO�DQG�JDVROLQH�IRU�UHQWDO�YHKLFOHV��12�PLOHDJH�UHLPEXUVHG�ZLWK�D�UHQWDO�DV�PLOHV�

DUH�IUHH�� 

� 

• *URXQG�WUDQVSRUWDWLRQ�LQFOXGLQJ�WD[L�DQG�SXEOLF�WUDQVSRUWDWLRQ�IDUHV��PLOHDJH�IRU�SHUVRQDO�

YHKLFOHV��DQG�SDUNLQJ�IHHV�� 

� 

• 0HDOV�ZKLOH�RQ�RIILFLDO�-36�EXVLQHVV�ZLWK�RYHUQLJKW�KRWHO�VWD\���-36�GRHV�QRW�UHLPEXUVH�

WD[DEOH�PHDOV²PHDOV�IRU�GD\�WUDYHO�RQO\�� 

� 

• 5HJLVWUDWLRQ�DQG�IHHV�IRU�DWWHQGDQFH�DW�DSSURYHG�FRQIHUHQFHV�DQG�VHPLQDUV�� 

� 

• 7D[HV�DVVRFLDWHG�ZLWK�WUDQVSRUWDWLRQ��ORGJLQJ�DQG�PHDOV�RQO\�� 

� 

• 7UDYHO�WR�DQG�IURP�DLUSRUW�FDOFXODWHG�DW�WKH�UDWH�SHU�PLOH�HVWDEOLVKHG�E\�WKH�'HSW�RI�)LQDQFH�
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:KHUH�WKH�HPSOR\HH�LV�UHTXLUHG�WR�JR�D�GD\�HDUO\�WR�TXDOLW\�IRU�D�ORZ�SULFHG�SHQDOW\�DLUIDUH��WKH�

VWDWH�ZLOO�SD\�WKH�DGGLWLRQDO�ORGJLQJ�DQG�PHDO�H[SHQVHV�QRW�WR�H[FHHG�WKH�DPRXQW�RI�VDYLQJV�LQ�WKH�

DLUIDUH�� 

� 

� 

FREQUENT FLYER PROGRAM AWARDS  
� 

$Q\�ERQXV�RU�SURPRWLRQDO�JUDWXLW\�UHFHLYHG�DV�D�JUDWXLW\�DV�D�UHVXOW�RI�RIILFLDO�-36�WUDYHO�VKDOO�EH�

XVHG�WR�RIIVHW�RU�UHGXFH�WKH�FRVW�RI�VXEVHTXHQW�RIILFLDO�-36�WUDYHO���8QGHU�QR�FLUFXPVWDQFHV�FDQ�WKH�

WUDYHOHU� NHHS� D� ERQXV� RU� RWKHU� SURPRWLRQDO� JUDWXLW\� VR� HDUQHG� IRU� KLV� RZQ� SHUVRQDO� XVH�� �$V�

VXIILFLHQW�PLOHDJH��HDUQHG�DV�D�UHVXOW�RI�VWDWH�SDLG�WUDYHO��LV�DFFXPXODWHG��IUHH�WLFNHW�FRXSRQV�ZLOO�

EH�DSSOLHG�IRU�DQG�XVHG�WR�RIIVHW�RIILFLDO�-36�WUDYHO�FRVWV���� 

� 

� 

RENTAL CARS   
� 

7KH�'LVWULFW�KDV�HQWHUHG�LQWR�D�FRQWUDFW�ZLWK�(QWHUSULVH�5HQWDO��3ULRU�WR�UHQWLQJ�D�YHKLFOH��SOHDVH�

FDOO� $FFRXQWV� 3D\DEOH� 7UDYHO� $QDO\VW� DW� ������������� RU� ������������� $3� 6XSHUYLVRU� IRU�

DVVLVWDQFH��7KH�'LVWULFW�ZLOO�UHLPEXUVH�WUDYHOHUV�IRU�WKH�FRVW�RI�UHQWLQJ�D�PLG�VL]H��LQWHUPHGLDWH�RU�

FRPSDFW� FDU� ZLWK� SULRU� DSSURYDO�� 7KH� 6WDWH� RI� 06� KDV� GLVFRXQW� UDWHV� DYDLODEOH�

�ZZZ�GID�VWDWH�PV�XV�SXUFKDVLQJ�WUDYHO���0LOHDJH�LV�QRW�UHLPEXUVHG�IRU�UHQWDO�YHKLFOHV��DOWKRXJK�

WKH�FRVW�RI�JDVROLQH�PD\�EH�UHLPEXUVHG�� 

� 

• 7UDYHOHUV�VKRXOG�UHQW�FDU�WR�WKHLU�GHVWLQDWLRQ�ZKHQ�GULYLQJ�LV�PRUH�FRVW�HIIHFWLYH�WKDQ�RWKHU�

PHDQV�RI�WUDQVSRUWDWLRQ�� 

� 

• :KHQ� SLFNLQJ� XS� D� UHQWDO� FDU�� WUDYHOHU� VKRXOG� FKHFN� ZLWK� UHQWDO� FDU� DJHQW� IRU� DQ\�

SURPRWLRQDO�UDWHV��ODVW�PLQXWH�VSHFLDOV��RU�IUHH�XSJUDGHV�� 

� 

• 7KH�SK\VLFDO�FRQGLWLRQ�RI�WKH�UHQWDO�YHKLFOH�VKRXOG�EH�LQVSHFWHG�SULRU�WR�OHDYLQJ�WKH�UHQWDO�

ORW���$Q\�GDPDJH�IRXQG�VKRXOG�EH�UHSRUWHG�WR�WKH�FDU�UHQWDO�DJHQF\�EHIRUH�WKH�YHKLFOH�LV�

DFFHSWHG�� �'DPDJH�VKRXOG�EH�GRFXPHQWHG�RQ�WKH�FDU�UHQWDO�DJUHHPHQW�WR�DYRLG�SRVVLEOH�

GLVSXWH�RYHU�GDPDJHV�IRU�ZKLFK�WKH�FRPSDQ\�LV�QRW�UHVSRQVLEOH�� 

� 

• 2ULJLQDO�UHQWDO�UHFHLSWV�DQG�DQ\�DVVRFLDWHG�JDVROLQH�UHFHLSWV�PXVW�EH�VXEPLWWHG�ZLWK�WUDYHO�

UHLPEXUVHPHQW�UHTXHVW�� 

� 

• (PSOR\HH� ZLOO� QRW� EH� UHLPEXUVHG� IRU� WUDIILF� FLWDWLRQV� WKH\� UHFHLYH� ZKLOH� RQ� 'LVWULFW�

EXVLQHVV�� 

� 

• 7UDYHOHUV�DUH�UHVSRQVLEOH�IRU�FDQFHOLQJ�UHQWDO�FDU�UHVHUYDWLRQV�LI�WUDYHO�SODQV�FKDQJH�� 

� 

• 2QO\�-36�HPSOR\HHV�DUH�DOORZHG�WR�ULGH�DV�D�SDVVHQJHU�DQG�RU�GULYH�WKHVH�GLVWULFW�UHQWDOV�� 
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� 

� 

GROUND TRANSPORTATION  
� 

7D[L��EXV��VXEZD\��RU�VKXWWOH�IDUHV�ZLOO�EH�UHLPEXUVHG�DW�DFWXDO�FRVW�ZLWK�RULJLQDO�UHFHLSWV���5HFHLSWV�

VKRXOG�LQFOXGH�FRPSDQ\�QDPH��GDWH��GHVWLQDWLRQ�DQG�DPRXQW���(PSOR\HHV�WUDYHOLQJ�WR�WKH�VDPH�

ORFDWLRQ�VKRXOG�VKDUH�JURXQG�WUDQVSRUWDWLRQ�WR�DQG�IURP�WKH�DLUSRUW�ZKHQHYHU�SRVVLEOH�� 

� 

/RFDO�FDU�VHUYLFHV�PD\�EH�XVHG�LI�LW�LV�WKH�PRVW�HFRQRPLFDO�IRUP�RI�WUDQVSRUWDWLRQ�� 

� 

/LPRXVLQH�RU�FDU�VHUYLFHV�VKRXOG�EH�XVHG�RQO\�ZKHQ�D�MXVWLILDEOH��YDOLG�EXVLQHVV�UHDVRQV�SUHFOXGH�

WKH�XVH�RI�PRUH�HFRQRPLFDO�PRGH�RI�WUDQVSRUWDWLRQ�� 

� 

$FFRXQWV�3D\DEOH�ZLOO�UHVHUYH�6KXWWOH�6HUYLFHV�WR�DQG�IURP�WKH�$LUSRUW�ZKHQ�UHTXHVW�� 

� 

USE OF PERSONAL AUTOMOBILE  
� 

$�SULYDWHO\�RZQHG�YHKLFOH�PD\�EH�XVHG�IRU�EXVLQHVV�WUDYHO�SURYLGHG�WKH�YHKLFOH�LV�LQVXUHG�E\�WKH�

SULYDWH�RZQHU�DQG�WKH�LQGLYLGXDO�XVLQJ�VXFK�D�YHKLFOH�KDV�D�YDOLG�RSHUDWRU¶V�OLFHQVH���,W�LV�H[SUHVVO\�

XQGHUVWRRG�WKDW�ZKLOH�XVLQJ�D�SULYDWHO\�RZQHG�YHKLFOH��WKH�RSHUDWRU�DVVXPHV�DOO�UHVSRQVLELOLW\�IRU�

DFFLGHQWV�WR�WKH�H[WHQW�RI�WKH�RSHUDWRU¶V�LQVXUDQFH�FRYHUDJH�� 

� 

7KH�'LVWULFW�ZLOO�SD\�D�VWDQGDUG�UDWH�SHU�PLOH�IRU�RIILFLDO�WUDYHO�E\�SULYDWH�DXWRPRELOH�EDVHG�RQ�WKH�

DFWXDO� driving distance by the shortest, most direct, practical route.� � 8QGHU� QRUPDO�

FLUFXPVWDQFHV��PLOHDJH� LV� FRPSXWHG� IURP� WKH� WUDYHOHU¶V�QRUPDO�ZRUNVLWH� WR� WKH�GHVWLQDWLRQ�DQG�

UHWXUQ�WR�WKH�WUDYHOHU¶V�QRUPDO�ZRUNVLWH��H[FOXGLQJ�ZHHNHQG�WUDYHO��� 

� 

&XUUHQWO\��UHLPEXUVHPHQW�IRU�LQ�GLVWULFW�WUDYHO�LV�DW�WKH�UDWH�RI�����FHQWV�SHU�PLOH��DV�RI���������2XW�

RI�WRZQ�WUDYHO�LV�UHLPEXUVHG�DW�WKH�UDWH�RI�����FHQWHUV�SHU�PLOH��DV�RI��������7KHVH�UDWHV�ZLOO�DGMXVW�

DV�WKH�IHGHUDO�JRYHUQPHQW�DGMXVWV�LWV�UDWH��W\SLFDOO\�WKH�ILUVW�RI�WKH�FDOHQGDU�\HDU�� 

� 

:KHQ�WZR�RU�PRUH�-36�HPSOR\HHV�WUDYHO� LQ�RQH�SULYDWH�YHKLFOH��RQO\�RQH�WUDYHO�H[SHQVH�DW� WKH�

DXWKRUL]HG� UHLPEXUVHPHQW� UDWH�SHU�PLOH� VKDOO�EH�DOORZHG�� �7KH�SHUVRQ�FODLPLQJ� UHLPEXUVHPHQW�

VKDOO�UHSRUW�WKH�QDPHV�RI�RWKHU�-36�HPSOR\HH�SDVVHQJHUV�� 

� 

(PSOR\HHV�PD\�QRW�UHTXHVW�UHLPEXUVHPHQW�IRU�JDVROLQH�DV�WKLV�LV�FRYHUHG�E\�WKH�PLOHDJH�UDWH�� 

� 

7UDYHOHUV�XVLQJ�D�SULYDWHO\�RZQHG�YHKLFOH�WR�WUDYHO�RXW�RI�VWDWH�RQ�RIILFLDO�-36�EXVLQHVV�ZLOO�EH�

UHLPEXUVHG�PLOHDJH�DW�WKH�PRVW�HFRQRPLFDO�PRGH�RI�WUDQVSRUWDWLRQ���QRUPDOO\�WKH�ORZHVW�DLUIDUH���
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HOTELS  
� 

(PSOR\HHV�VKRXOG�DOZD\V�VHOHFW�D�KRWHO�WKDW�LV�WKH�PRVW�HFRQRPLFDO�IRU�WKHLU�EXVLQHVV�WULS�LI�LW�LV�

QRW�RQH�RI�WKH�SUHIHUUHG�KRWHOV�� 

� 

:KHQ� WUDYHOLQJ� WR� D� FRQIHUHQFH� RU� VHPLQDU�� LW� LV� DSSURSULDWH� WR� VWD\� DW� WKH� KRWHO� KRVWLQJ� WKH�

FRQIHUHQFH�RU�VHPLQDU��DVVXPLQJ�WKDW�WKH�GDLO\�UDWH�LV�QRW�XQUHDVRQDEO\�H[SHQVLYH�UHODWLYH�WR�RWKHU�

DOWHUQDWLYHV�� 

� 

2U�LI�DQ�HPSOR\HH�FKRVH�WR�VWD\�ZLWK�UHODWLYHV��KH�RU�VKH�ZLOO�EH�UHLPEXUVHG�IRU�PHDOV�EXW�PXVW�

KDYH�SULRU�DSSURYDO�IURP�VXSHUYLVRU�DQG�DWWDFK�D�FRS\�WR�WUDYHO�UHLPEXUVHPHQW�UHTXHVW�� 

  

  

LODGING RECEIPTS  
� 

$OO�ORGJLQJ�UHFHLSWV�DUH�UHTXLUHG�SULRU�WR�UHLPEXUVHPHQW�EHLQJ�SURFHVVHG���0HDOV�DQG�LQFLGHQWDOV�

RQ�ORGJLQJ�UHFHLSWV�PXVW�EH�LWHPL]HG�VHSDUDWHO\���$�ORGJLQJ�UHFHLSW�PXVW�LQFOXGH�DOO�RI�WKH�IROORZLQJ�

LQIRUPDWLRQ�� 

� 

➢ 1DPH�DQG�ORFDWLRQ�RI�WKH�ORGJLQJ�HVWDEOLVKPHQW� 

➢ 'DWHV�RI�VWD\� 

➢ ,WHPL]HG�FKDUJHV�IRU�ORGJLQJ��PHDOV��WHOHSKRQH�FDOOV��LQ�URRP�PRYLHV��HWF�� 

� 

(PSOR\HHV�DUH�HQFRXUDJHG�WR�XVH�WKHLU�RZQ�FHOO�SKRQHV�IRU�DOO�FDOOV���7UDYHOHUV�DUH�GLVFRXUDJHG�

IURP�XVLQJ�SKRQHV�LQ�WKHLU�KRWHO�URRPV��H[FHSW�LQ�FDVHV�RI�HPHUJHQF\����$GPLQLVWUDWRUV�ZKR�DUH�
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GLHP�GHSHQGV�RQ�WKH�ORFDWLRQ�RI�WKH�WUDYHO���7KH�'LVWULFW�EDVHV�WKHLU�DOORZDEOH�SHU�GLHP�UDWH�

RQ�WKH�UDWH�VHW�E\�WKH�'HSW��RI�)LQDQFH�DQG�$GPLQLVWUDWLRQ�DQG�)HGHUDO�5HJLVWHU�� 

� 

EXPENSES FOR MEALS FOR OTHERS  
� 

(PSOR\HHV�DUH�QRW�UHLPEXUVHG�IRU�SD\LQJ�IRU�PHDOV�IRU�RWKHUV���$�WUDYHOHU�PD\�QRW�VXEPLW�D�SHU�

GLHP�UHTXHVW�IRU�D�PHDO�LI�KLV�KHU�PHDO�ZDV�LQFOXGHG�LQ�D�JURXS�ELOO�SDLG�E\�DQRWKHU�DJHQF\���� 

� 

*UDWXLWLHV�
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,I�WKHUH�DUH�DQ\�TXHVWLRQV�DV�WR�ZKHWKHU�DQ�H[SHQVH�LV�DSSURSULDWH��LQTXLUH�EHIRUH�WKH�HYHQW�UDWKHU�

WKDQ�DIWHU�� 

� 

� 

NON-TRAVEL BUSINESS EXPENSES  
� 

1RQ�WUDYHO�UHODWHG�H[SHQVHV�LQFXUUHG�GXULQJ�WUDYHO�ZLOO�QRW�EH�UHLPEXUVHG�E\�WKH�'LVWULFW�� 

� 

▪ 5HWDLO�SXUFKDVHV�RI�VXSSOLHV��ERRNV��HWF�� 

▪ ([SHQVHV�LQFXUUHG�RQ�EHKDOI�RI�RWKHUV�� 

� 

� 

WHOM TO CALL WITH QUESTIONS  
� 

,I�\RX�KDYH�WUDYHO�UHODWHG�TXHVWLRQV��\RX�PD\�FRQWDFW�SHUVRQV�OLVWHG�EHORZ�GXULQJ�QRUPDO�EXVLQHVV�

KRXUV�� 

▪ $FFRXQWV�3D\DEOH�VWDII�PHPEHU� 

▪ ([HFXWLYH�'LUHFWRU�RI�)LQDQFH� 

▪ &KLHI�2SHUDWLQJ�2IILFHU� 

  

  

AFTER-HOURS TRAVEL  
� 

7UDYHOHU�VKRXOG�EH�SUHSDUHG�WR�KDQGOH�DQ\�HPHUJHQFLHV�RFFXUULQJ�ZKLOH�WUDYHOLQJ�DIWHU�WKH�QRUPDO�

-36�ZRUN�KRXUV���1RWLI\�WKH�$FFRXQWV�3D\DEOH�VWDII�WKH�QH[W�EXVLQHVV�GD\�IRU�DVVLVWDQFH�LQ�UHVROYLQJ�

-36�WUDYHO�
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�� 7UDYHO�5HLPEXUVHPHQW�5HTXHVW�±�XVHG�WR�UHTXHVW�UHLPEXUVHPHQW�IRU�WUDYHO�UHODWHG�H[SHQVHV�

DIWHU�FRPSOHWLRQ�RI�WULS�� 

�� ,Q�'LVWULFW�0LOHDJH�±�XVHG�WR�UHTXHVW�PLOHDJH�UHLPEXUVHPHQW�IRU�WUDYHO�ZLWKLQ�WKH�PHWUR�

DUHD�ZKHQ�XVLQJ�D�SHUVRQDO�YHKLFOH�� 

� 

/cms/lib/MS01910533/Centricity/domain/68/documents_pdfs/ap_travel_manual.pdf
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�� ,I�WUDYHO�DUUDQJHPHQWV�DUH�FKDQJHG�EHFDXVH�RI�D�QRQ�'LVWULFW�UHODWHG�HYHQW��WKH�WUDYHOHU�ZLOO�EH�

UHVSRQVLEOH� IRU� UHLPEXUVLQJ� WKH� 'LVWULFW� IRU� DQ\� FRVW� DQG� IHHV� DVVRFLDWHG� ZLWK� WKHLU�

SUHSD\PHQWV�� �$Q\� FKDQJHV� WKDW� UHVXOW� LQ� DGGLWLRQDO� IHHV�PXVW� EH� DSSURYHG� E\� WKH� IXQGLQJ�

VRXUFH� DQG� WKH� WUDYHOHU¶V� VXSHUYLVRU�� � :KHQ� WKH� GLVWULFW¶V� FDQFHOODWLRQ� SURFHVVHV� DUH� QRW�

IROORZHG��WKHQ�DQ\�FRVWV�LQFXUUHG�EHFRPHV�WKH�UHVSRQVLELOLW\�RI�WKH�WUDYHOHU�� 
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