Travel / Conference Instructions Munis Version 11.2

District travel procedures have been developed to comply ®ithrd Policy / Administrative
Regulation 3350 ané&ducation Code 44016, 44032 and 44038applies to all individuals who travel to
workshops, conferences, meetings or other related activitiederone or more of the following

circumstances:

1. Travel costs which are funded by any program administered by the district.

2. Travel as a representative of the district (whethemnot the cost of such travel is
reimbursed).
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2. Prior to creating a Munis requisitipan Application to Attend an Educational Evéotm
must be approved.

3. Prior to entering a Munigequisition, the traveler(s) must malaynecessanhotel
reservationdn their own name. The reservationsust be able to be candeHl, without cost
or penalty. Reservations must be booked directly through the hotel, NOT through a third
party vendor (ke Hotels.com). The district cannot pay thpdrty vendors.

4. Travelers must submgdompleted registration formsand lodging confirmation(s) with their
requisition. A conference brochure which includes diae(s), location, cost, and anyeals
included mustbe attached to the requisition

5. Purchase Orders and/or warrants for transportation, registration, and lodging will only be
made payable to the specified agency, not to the traveler.

Air Transportation

Procedure for requesting pseaid air transportation:

1.
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http://www.southwest.com/
http://www.jetblue.com/
http://www.delta.com/
http://www.aa.com/
http://www.united.com/
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