STAFF WITH STUDENTS
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CONVENTIONS, CONFERENCES
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Principal Approval Only: A Ny
;Zf Day Field Trip 0 No overmgh‘r stay, Conference/Workshop (Teacher)

Central Office Approval Required:

O *Overmgthr'lp (W/S'ruden'rs)

1} *Out of State Trip (W/Students)

O *Out of State Trip (Teacher)

U *Overnight Trip within 100 miles-Teacher
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PURPOSE OF TRIP: Py e
: Y . . ro 9_}
# of students involved __ ° ia # of substitute(s) required i
**‘k*******************************:ﬂg\t********************************************
7
LISD budget code used for trip oed )

’ !
School activity fund code used for tri Q//} ,,,,,,
Are students being assessed ip?_ x J} If so, how much per sfudenf%;:s@y

t ”'j V -
# of school buses to be used ’if ) { D

, or other means of transportation_ .
CAMPU&»ARRROVAL ADMINISTRATIVE APPROVAL
iI\.“,/fi ;

Program PI#thor\ Dr. Kevih Rogers, Chief Operations Officer

)

Principal's Signature

Dr. Waddell, LISD Superintendent

Zone Leader's Signature Approved/Date Disapproved/Date

Date Received Date Returned to Princ.

Approved Disapproved

Date Prin. Recv'd Date Sent to Admin
dpl}7-11
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Students are subject to the same travel guldelines as employees with the folfowing exceptions: L
Employee Trave! Guidelines

{Refer to Student Trips Sponsored by Qutside Entities link, /f appropriate.} Fadaral and State Grant Travel
Guitielines

Out of State Trave] » Suecial Revenue  Grant Funds

Student Travel Guidelines
Out of State travel by students requires the approval of the Superintendent (Board Palicy FMG (Local)).
Student Trips Sponsored by Outside

Documentation indicating the Superintendent’s approval must be submitted with the payment request. Entities

Board Member Traved
Travel Advances
[P Travel Forms
Travel Advances are aflowed for students. The advance for students will be made no earlier than two weeks prior to
the stated date of travel. An estimate of the amount needed for student travel shautd be submitted on an MP. Within
- 10 days of the completion of travel a final expense statement must be submitted.

Non-Employee Travel

Meals

When students are traveling a Advance Student Meal Farm below should be completed to account for student meals.,
A separate form should be used for each day. The student's signature acknowledges receipt of the amount allacated
to them for meals. This form must be attached to the final expense statement submitted upon completion of travel.

Student’s meals may be pald when student Is within the 1G0-mile radius of district headquarters when appropriate.

Meals on the first and Jast day of travel are not capped at 75% of tha per diem allotment.

Rental Vehicles (Students)

e e s s
Vehiclas that can be rented by district employees for school business include seven and eight passenger mini-vans,
full-size, mid-size, and compact cars, and large SUV's (primary vendor oaly). The Nationat Transportation Safety
Board has ruled that it is not safe to transport students Ia 1 5-passenger vans therefore rental of F5-passenger vans
are not aflowed. Detailad rental vehicle informaticon can be found on the Purchasing intranet site under Vehicle
Reptal,

Charter Buses

s ———————
Charter bus services are currently provided by multiple vendors, Please see list of vendors on the Purchasing
intranet site,

When scheduling charter bus services, contact the vendor directly and they will give you a quote over the phone of
how much the trip wilk cost if you are unsure yeu have funds available to cover this expense, If you are certain you
want to use the vendor for the trip, they will provide you with a contract fisting the date and time you requested to
be picked up and the date and time you requested to be returned as well as the charges for this trip. Once you
receive the contract from the vendaor, you need to put on a PR for the charges of the charter bus service and indicate
In the Print Before Notes, “signed contract attached.” It Is your responsibility to sign the contract that the vendor
sends to you and forward the original and one copy of the contract to the Purchasing Department to be attached
te your PO. Your PR number needs to be written on the attachment{s) sent 1o the Purchasing Department. The
original PO and original contract will then be sent to the vendor authorizing them to provide the service.

Forms:

http://www.lisd.net/apps/pages/index.jsp?uREC_ID=129760& type=d&pREC_ID=257086  7/26/2012



MARCUS HIGH SCHOOL
PURCHASE REQUISITION

Purchase #:

Request #:

£ Date Received:
Requestor:| | J Vendor Name: AaY
Dept. to be Charged: @ Address: —
Purpose of Purchase: SN City/State/Zip:
Date Requested: T Phone:
Discount %:
ITEM # DESCRIPTION QUANTITY UNIT PRICE EXTENDED TOTAL
™ A o ﬁ ; .
\\.\\ ;! , f/ A wf\i/» P
™ < DR 3 " - 1
NN ING IR T Y
AN > oy M_?ez,w + Y 7 7
ti.\\- N w_ ,.“,,,/” 3
W
Subtotal:
COMPLETE ACCT. CODE: Shipping:
Total:
BID# QUOTE #
Special Instructions:
Department Chair/Sponsor Approval: Date:




Lewisville Independent School District
1800 TIMBERCREEK « LEWISVILLE, TEXAS 765087

CHECK IF APPLICABLE:

ADVANCE O - (’f}l) | @

DATE — , : AMOUNT e
 PAYABLE TO __ ('0) I - |

MAIL TO-

7 s
FOR PURCHASE OF (E’))

-t

P
TN

" VENDOR-NO. .- el i e

— 7~
—— ACCOUNT N s

. 7Y R4S
REQUESTED BY /'M_i : —— DATE " __ " (ZE

_APPROVED BY DATE

ay

:This—f'or:m IS to beused only for

'Refunds




ADVANCE STUDENT MEAL ALLOCATION FORM

LEWISVILLE INDEPENDENT SCHOOL DISTRICT

) 7N
i E\E TEACHER: o )
DATE: N f’"’?\ﬁ‘
f”"?\;} CAMPUS: P
DESTINATION: | © o
ADVANCED CHECK # |
l AMOUNT ALLOCATED
# of Breakfast | # of Lunch | # of Dinner{ TOTAL
STUDENT'S NAME (Please print) §7.00 511.00 $18.00 STUDENT'S SIGNATURE
1 $0.00{ 1
A, $0.00 | 2
3\ N\ $0.00 | 3
4 \ /fﬁ"\ ,,,,,,,,, $0.00( 2
5 NEEAS) RN $0.00 | 5
6 N ) (~ | $0.00| 6
7 N Yol ) $0.00| 7
8 N $0.00 | 8
9 N N $0.00 | 9
10 N $0.00 | 10
11 N\ $0.00 | 11
12 \ $0.00 |12
13 \ $0.00 | 13
14 N\ $0.00 | 14
15 \ N\ $0.00 | 15
16 \ N\ $0.00 | 16
17 \ $0.00 | 17
18 " $0.00 |18
19 $0.00 {19
20 $0.00 | 20
21 $0.00 | 21
22 $0.00 | 22
23 $0.00 | 23
24 $0.00 | 24
25 $0.00 | 25
Total Page 1 $0.00
*AMOUNT OF CHECK S $0.00
(; e ACTUAL EXPENSE [s
! @ DUE LEWISVILLEISD  [$
Signature of Claimant Date )
DUE EMPLOYEE B
Date

Supervisors Approval

* TOTAL AMOUNT OF CHECK IS CALCULATED FROM ALL THREE TABS




LISD GASOLINE CREDIT CARD FORM

I have read the belaw requirements and agree to follow them as stated.

Date; >

Print Name: \»\ l Gas PR #

Signature:
Credit Card No, o Attach Receipt(s) Here:
School: m
N £
Organization/Club: C:WT) )
1. Reason for Trip: \ {{7}
Account Number: _ ))

(B
2. Trip destination:

3. Total miles traveled rou B
4, Trip dates: q

o
5. Reference Rental Car/Truck PO # L

¥

6. District Vehicle’s for Qut of Town Travel
Authorized by

Print Name

Signature

Refurn the gasoline credit card to the Purchasing Department,
Performing Arts or applicable High School within 24 hours or
the first work day back, Gas receipis are also due at that time,

NOTE: Do not return the gasoline credit card in the inter-office mail.
Receipt(s) and LISD Gasocline Credit Card Form must be carried
by you o your baokkeeper or secretary so a Purchase Requisition
can be entered on the system to cover the cost of the gas expense.
Gasoline credit card expenses cannot be paid without a Purchase
Order.

If using a Rental Vehicle via a P-Card please provide the Rental
Confirmation Information. Attach to this form,

Personal use of gas card is strictly prohibited.

Please tape alt gasoline credit card receipt(s) for the purchase of
Gasoline to this form. Use additional pages if necessary.



-g¢L9- - LGS Bigexe] s - S,8ek0j0iis ay) o papouy a9 [iim pue Syt ayp sod

sakodwe ay1 & swooty 9/qexe) ase Aejs 1Bl ug Bunbai jou si2ap .
_HH_:QAEw WBIUIBAO Ue 0} pajeja) Jou sjeaw) jjoikey niy pred aq 03 Junowy
aeg , {eacuddy sgosinadng

H_Sﬂm WBIIRA0 UE Bulinbay siesw Buipnpul) ¥y ug pred 8q o} Junowy . 7
|

aadoidwy angy

uswasunquial abeapiw pue sjesw waip Jad uey) 1ay30 sasuadxa 10} payoe; Isnuw sydiaoad lpuibug
Anua saqro Aue Aq posinquitas u3ag Jou dARY Sasusdxs pue Joo.loa pup OR.4 Sf Loy SIYY U0 pARABUT UoRELLL

ojuf Jeygy SB3e0/pUY asneubie

asiteng aeq UBUIED JO 3umpuBig
(stqeoyidde y1) # 30 soueapy $9% = xeWw gp71.0/6 "Bog @ w \/
i A g
[18yo) Ane
05570 $
0850 $
ajey abeay oL V1LY

s}d1805y aUI0SEE) Jo abes[i|y [enoy
BupHed Y SII0L7 SRS [ IXB |
uonesibay
[BIUSY oiny
precad souy) grelny

{

x S1BY 31E1G-U|
QEREASNINEOUIbpon

Bl el N

uiBl(] 184 91B1S-U|

Jauuig
=S GounT
oY 1sepiealg
R 21B15-U|
: : : S 2rereteis-ioano Bulss bed gomUSENE ISV siean
30 [T T /] T T, T, /] | swoems [ [Ty ] wevmeuwsser
Aepung Aepinjeg Aeppy Aepsiniy Aepsaupapy Aepsang Aepuop 30 JaquInp
{ 52 "\ iaul] uinjey [ 3 J ‘Bwl| ainpedag
(=== laleq uinjay () . eleq einuedag
‘M9 ‘junoosoy Nt Nz LTy 4 uoneunsag
THSQUINYN JOPUDSA [ TSS3UISNg JO ainiep
101 Mo9yn puag S TS 3 ISsAIppY
L3 :sndwen ST :gefoidiug

owﬁsm%\ lsw&“@j =g 607171 BujuuiBag sajey pasiaay S

AR O DY - Wiy esusdxg jears g

3 . |
FT00U00 UDoRR) %




