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This manual provides the framework on how 

Jackson Public Schools will administer its travel 

policy and procedures.  

     

  

  

This manual is approved by JPS Business Office:  

Elieen S. Wortham, Accounts Payable Coordinator Margaret 
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OVERVIEW  
  

This Travel Procedures Manual applies to all Jackson Public Schools employees who 

incur expenses while engaged in official school district business.  Only those 

expenses that have been incurred while on District business will be reimbursed.  

District travel and business expense reimbursement procedures meet the IRS 

definition of reimbursable expense.  Expenses that conform to this policy are not 

reported as taxable income to the individual.  Certain expenditures that do not 

conform to this policy will not be considered reimbursable.  Items of a personal 

nature incurred while traveling shall be carefully segregated by the traveler from 

District expenses and are not reimbursable.  
  

All travel related expenses must be made within the ethical and legal limits as defined 

by District, state and federal guidelines and regulations.  
  

  

PURPOSE  
  

The purpose of this manual is to provide broad guidelines for official Jackson Public 

Schools business travel in accordance with applicable regulations and sound 

business practices.  
  

TRAVEL STATUS  
  

An employee is not in travel status when traveling in the tri-county area (Hinds, 

Madisr  
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EXCEPTIONS  
  

The Board of Trustees and the Superintendent of Schools or their designees have 
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ACCOUNTS PAYABLE RESPONSIBILITIES  
  

The Accounts Payable staff is responsible for reviewing all approved travel-
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• Car rental and gasoline for rental vehicles; NO mileage reimbursed with a rental as miles 

are free.  

  

• Ground transportation including taxi and public transportation fares, mileage for personal 

vehicles, and parking fees.  

  

• Meals while on official JPS business with overnight hotel stay.  JPS does not reimburse 

taxable mealsðmeals for day travel only.  

  

• Registration and fees for attendance at approved conferences and seminars.  

  

• Taxes associated with transportation, lodging and meals only.  

  

• Travel to and from airport calculated at the rate per mile established by the Dept of Finance 
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Where the employee is required to go a day early to quality for a low-priced penalty airfare, the 

state will pay the additional lodging and meal expenses not to exceed the amount of savings in the 

airfare.  

  

  

FREQUENT FLYER PROGRAM AWARDS  
  

Any bonus or promotional gratuity received as a gratuity as a result of official JPS travel shall be 

used to offset or reduce the cost of subsequent official JPS travel.  Under no circumstances can the 

traveler keep a bonus or other promotional gratuity so earned for his own personal use.  As 

sufficient mileage, earned as a result of state-paid travel, is accumulated, free ticket coupons will 

be applied for and used to offset official JPS travel costs.    

  

  

RENTAL CARS   
  

The District has entered into a contract with Enterprise Rental. Prior to renting a vehicle, please 

call Accounts Payable Travel Analyst at 601-960-8899 or 601-960-8783 AP Supervisor for 

assistance. The District will reimburse travelers for the cost of renting a mid-size, intermediate or 

compact car with prior approval. The State of MS has discount rates available 

(www.dfa.state.ms.us/purchasing/travel). Mileage is not reimbursed for rental vehicles, although 

the cost of gasoline may be reimbursed.  

  

• Travelers should rent car to their destination when driving is more cost-effective than other 

means of transportation.  

  

• When picking up a rental car, traveler should check with rental car agent for any 

promotional rates, last-minute specials, or free upgrades.  

  

• The physical condition of the rental vehicle should be inspected prior to leaving the rental 

lot.  Any damage found should be reported to the car rental agency before the vehicle is 

accepted.  Damage should be documented on the car rental agreement to avoid possible 

dispute over damages for which the company is not responsible.  

  

• Original rental receipts and any associated gasoline receipts must be submitted with travel 

reimbursement request.  

  

• Employee will not be reimbursed for traffic citations they receive while on District 

business.  

  

• Travelers are responsible for canceling rental car reservations if travel plans change.  

  

• Only JPS employees are allowed to ride as a passenger and/or drive these district rentals.  
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GROUND TRANSPORTATION  
  

Taxi, bus, subway, or shuttle fares will be reimbursed at actual cost with original receipts.  Receipts 

should include company name, date, destination and amount.  Employees traveling to the same 

location should share ground transportation to and from the airport whenever possible.  

  

Local car services may be used if it is the most economical form of transportation.  

  

Limousine or car services should be used only when a justifiable, valid business reasons preclude 

the use of more economical mode of transportation.  

  

Accounts Payable will reserve Shuttle Services to and from the Airport when request.  

  

USE OF PERSONAL AUTOMOBILE  
  

A privately owned vehicle may be used for business travel provided the vehicle is insured by the 

private owner and the individual using such a vehicle has a valid operatorôs license.  It is expressly 

understood that while using a privately owned vehicle, the operator assumes all responsibility for 

accidents to the extent of the operatorôs insurance coverage.  

  

The District will pay a standard rate per mile for official travel by private automobile based on the 

actual driving distance by the shortest, most direct, practical route.  Under normal 

circumstances, mileage is computed from the travelerôs normal worksite to the destination and 

return to the travelerôs normal worksite (excluding weekend travel).  

  

Currently, reimbursement for in-district travel is at the rate of .67 cents per mile (as of 2024.)  Out-

of-town travel is reimbursed at the rate of .21 centers per mile (as of 2024.) These rates will adjust 

as the federal government adjusts its rate, typically the first of the calendar year.  

  

When two or more JPS employees travel in one private vehicle, only one travel expense at the 

authorized reimbursement rate per mile shall be allowed.  The person claiming reimbursement 

shall report the names of other JPS employee passengers.  

  

Employees may not request reimbursement for gasoline as this is covered by the mileage rate.  

  

Travelers using a privately owned vehicle to travel out of state on official JPS business will be 

reimbursed mileage at the most economical mode of transportation - normally the lowest airfare.  
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HOTELS  
  

Employees should always select a hotel that is the most economical for their business trip if it is 

not one of the preferred hotels.  

  

When traveling to a conference or seminar, it is appropriate to stay at the hotel hosting the 

conference or seminar, assuming that the daily rate is not unreasonably expensive relative to other 

alternatives.  

  

Or if an employee chose to stay with relatives, he or she will be reimbursed for meals but must 

have prior approval from supervisor and attach a copy to travel reimbursement request.  

  

  

LODGING RECEIPTS  
  

All lodging receipts are required prior to reimbursement being processed.  Meals and incidentals 

on lodging receipts must be itemized separately.  A lodging receipt must include all of the following 

information:  

  

➢ Name and location of the lodging establishment  

➢ Dates of stay  

➢ Itemized charges for lodging, meals, telephone calls, in-room movies, etc.  

  

Employees are encouraged to use their own cell phones for all calls.  Travelers are discouraged 

from using phones in their hotel rooms, except in cases of emergency.   Administrators who are 
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diem depends on the location of the travel.  The District bases their allowable per diem rate 

on the rate set by the Dept. of Finance and Administration and Federal Register.  

  

EXPENSES FOR MEALS FOR OTHERS  
  

Employees are not reimbursed for paying for meals for others.  A traveler may not submit a per 

diem request for a meal if his/her meal was included in a group bill paid by another agency.    

  

Gratuities
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If there are any questions as to whether an expense is appropriate, inquire before the event rather 

than after.  

  

  

NON-TRAVEL BUSINESS EXPENSES  
  

Non-travel related expenses incurred during travel will not be reimbursed by the District.  

  

▪ Retail purchases of supplies, books, etc.  

▪ Expenses incurred on behalf of others.  

  

  

WHOM TO CALL WITH QUESTIONS  
  

If you have travel-related questions, you may contact persons listed below during normal business 

hours:  

▪ Accounts Payable staff member  

▪ Executive Director of Finance  

▪ Chief Operating Officer  

  

  

AFTER-HOURS TRAVEL  
  

Traveler should be prepared to handle any emergencies occurring while traveling after the normal 

JPS work hours.  Notify the Accounts Payable staff the next business day for assistance in resolving 

JPS travel-
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3. Travel Reimbursement Request ï used to request reimbursement for travel-related expenses 

after completion of trip.  

4. In-District Mileage ï used to request mileage reimbursement for travel within the metro 

area when using a personal vehicle.  

 

/cms/lib/MS01910533/Centricity/domain/68/documents_pdfs/ap_travel_manual.pdf
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4) If travel arrangements are changed because of a non-District related event, the traveler will be 

responsible for reimbursing the District for any cost and fees associated with their 

prepayments.  Any changes that result in additional fees must be approved by the funding 

source and the travelerôs supervisor.  When the districtôs cancellation processes are not 

followed, then any costs incurred becomes the responsibility of the traveler. 
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