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To create a world-class 
educational system that gives 
students the knowledge and 
skills to be successful in 
college and the workforce, 
and to flourish as parents 
and citizens

VISION
To provide leadership 
through the development of 
policy and accountability 
systems so that all students 
are prepared to compete in 
the global community

MISSION
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ALL Students Proficient 
and Showing Growth in All 
Assessed Areas

EVERY Student Graduates 
from High School and is Ready 
for College and Career

EVERY Child Has Access 
to a High-Quality Early 
Childhood Program

EVERY School Has Effective 
Teachers and Leaders

EVERY Community Effectively 
Uses a World-Class Data System to 

Improve Student Outcomes

EVERY School and District is 
Rated “C” or Higher
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4Agenda

• Introductions

• State Requirements-Department of Finance and Administration’s (DFA) Official Rules

• Agency Requirements – MDE’s Official Rules

• Travel Authorization

• Travel Advance

• Travel Voucher

• Travel Checklist

• Questions



5DFA’S Official Rules

The traveler must follow the rules in travel manual:
• Daily meal rates (Tips cannot be more than 20% and meals included as part 

of a conference registration fee is not reimbursable)
• Government rates for hotels (Receipts showing a zero balance)
• If using an online booking tool, two quotes are required if the hotel rate is 

more than the government rate.
• Mileage reimbursement rates

DFA’s travel manual can be found at:
https://www.dfa.ms.gov/travel

https://www.dfa.ms.gov/travel


6MDE’s Official Rules  

The travel authorization & travel voucher require division approval.
A travel authorization is required for all travel (in-state & out-of-state).
A copy of the approved travel authorization must be sent to Accounts Payable 
(accountspayable@mdek12.org) to ensure timely processing of direct bill payments (rental 
vehicles, airline tickets and hotels).
Overnight lodging is allowable if traveling more than 75 miles one way.
A printout of mileage calculation is required for 100 miles or more.
The traveler must use direct billing, the closest location and mid-sized vehicles when renting 
a car.
MDE’s travel policy can be found at:  
https://www.mdek12.org/sites/default/files/documents/Human%20Resources/mde_travel_po
licy_20220426.pdf

mailto:accountspayable@mdek12.org
https://www.mdek12.org/sites/default/files/documents/Human%20Resources/mde_travel_policy_20220426.pdf
https://www.mdek12.org/sites/default/files/documents/Human%20Resources/mde_travel_policy_20220426.pdf


7MDE’S Official Rules (cont.)

When overnight travel is involved, the following meals are allowable: 
• Breakfast meal (When departure time is prior to 6:00 a.m.)
• Lunch meal (When departure time is prior to 11:00 a.m. and return is after 2:00 p.m.)
• Dinner meal (When employee returns later than 8:00 p.m.)

Early departure or late arrival must be notated on the travel voucher.

Out-of-state travel requires the following documentation: 
• Travel authorization (Signed by Supervisor, Chief of the Department and State Superintendent of Education)
• Registration information that list the name of the hotel and hotel rate
• Flight itinerary
• Agenda 
• Receipts for other authorized expenses over $10.00



8Travel Authorization

The following sections must be completed:
• Travel type
• To be completed by traveler
• To be completed by agency
• Payment information
• Estimated cost and actual cost 



9Example of Travel Authorization



10Travel Advance
The following sections must be completed:
• Travel type
• To be completed by traveler
• To be completed by agency
• Payment information
• Estimated cost and actual cost

To calculate the amount of the advance request, the traveler should take into consideration the cost of meals, lodging, taxi 
fares and tips.  The travel advance should not include expenses paid directly by the agency.

The travel voucher prepared to clear the travel advance should not include other travel.

The travel advance must be submitted to Accounting 15 days before travel.

The traveler can only have two outstanding travel advances at one time.

The travel advance must be settled within 10 working days after the end of the month in which travel was completed.



11Example of Travel Advance



12Travel Voucher
When completing travel vouchers, include the following:
• Name, address, PID number, PIN number, last 4 digits of SSN
• Dates of travel not city 
• Account codes (SPAHRS codes and/or internal order)
• Check employee type
• All approval signatures
• Date, purpose, points of travel (physical address not city, county, or school) and miles
• Amounts for meals, hotel and other authorized expenses (if allowable)

Traveler should email all travel vouchers and travel advances to the travel email 
(payrolltravel@mdek12.org). 
• Include all supporting documentation and receipts

Travel vouchers must be submitted within 10 days following the end of travel.
• Monthly travel vouchers must be submitted within 10 days following the end of the month



13Example of Travel Voucher 



14Example of Travel Voucher with Rental Car



15Travel Checklist



16Questions
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