
 
AIRFARE BASICS 

Every possible scenario cannot be covered here, but these are some of the basics 
and the most common issues we typically encounter with air travel. 

 
 Only book airfare after being notified of approval by Travel Services 
 Use District vendor, follow instructions sent by Travel Services 
 Travel Services will submit requisition to generate purchase order 

o If you CHOOSE to pay out-of-pocket, inform Travel Services in advance 
to allow for price comparison 
 Reimbursement limited to lesser of actual expense or lowest 

available option through contracted vendor 
 Reimbursed after return from travel 
 Detailed itinerary and detailed/itemized receipt showing payment 

must be submitted for reimbursement 
 If your payment includes applied credits or refunds, documentation 

of original payment must also be included 
 Be flexible with flight times to allow for lower pricing 
 Choose lowest category—coach/economy 
 Traveler responsible for any upgrades or optional fees 
 Select most reasonable option based on time and price 

o Non-stops are allowed 
o Red-eye options are NOT required simply to save cost to district, but are 

okay if you choose 
 If you are extending your trip or changing departing/return location due to 

personal travel, you must pay out-of-pocket and seek reimbursement 
after returning  

o Reimbursement limited to lesser of out-of-pocket expense or price for 
booking through district vendor with dates/location for conference 

 Employee is responsible for cancelling flight if necessary 
o If employee books and does not use airfare, they are responsible for 

reimbursing district for unused airfare and will own remaining credit 
 Airline selection should not be based on accumulating frequent flyer miles 

or other rewards 
o If employee accumulates rewards under frequent flyer or similar 

program, they should be applied to future District travel if possible 
 If employee chooses to drive rather than fly, reimbursement limited to 

lesser of lowest available flight option or mileage calculation 
o Reimbursement will not be made for driving rental car 
o If traveling with family, traveler is NOT eligible for mileage 

reimbursement 
 


