
 
Private Non-Profit Schools 

TRAVEL ARRANGEMENTS AND REIMBURSEMENTS 
Travel expenses will be submitted to ESC Region 11 for reimbursement.  
 
Please adhere to the ESC 11 travel guidelines below: 
  

•         HOTEL ACCOMMODATIONS: 
  You will be responsible for incidental expenses charged to your room. 
  You must provide a Hotel Occupancy Tax Exempt Form (see attached) upon check-in.  
  You must provide ESC Region 11 with a zero balance hotel bill. 

•         MEAL REIMBURSEMENT 
  Meals cannot be reimbursed for non-overnight travel. 
  Gratuities are not reimbursable. 
  Meal receipts must be itemized showing what was purchased and cost for each item.  A 

credit card receipt or other receipt just showing a total amount cannot be accepted. 
  Alcoholic beverages should be on a separate receipt.  Receipts with alcohol will not be 

reimbursed. 
  You must provide ESC Region 11 with a copy of the original itemized receipts. Meals 

without a receipt will not be reimbursed. (Please keep the original itemized receipts as a 
file backup, they may be collected at some point) 

•         TRANSPORTATION: 
  Rental Car:   

  Rental car – Only rental cars from home city to meeting city will be reimbursed. 
  Rental car from airport to host hotel are NOT reimbursable. 
  Taxi/shuttle/bus – to/from airport and host hotel will be reimbursed. 
  Rental car fuel will be reimbursed. 

  Mileage Reimbursement: 
  If you choose to drive your personal vehicle, you will be reimbursed the lesser 

amount on the Trip Optimizer. 
  You will need to submit printed directions from the electronic mapping source, 

Google Maps, from school location to the hotel and back to your school. 
  Flights: 

  Boarding passes must be provided to ESC Region 11. If using electronic boarding 
pass, take a screen shot of it before loading or print from email confirmation. 

  Luggage fees will be reimbursed. 
  Toll Road: 

  Toll Road fees will not be reimbursed. 
  Parking: 

  Hotel and Airport Parking will be reimbursed. 
  Valet parking is not eligible for reimbursement unless needed for medical reasons 

or if no other parking option is available.                 
  Gratuities will not be reimbursed. 
  Travelers are encouraged to carpool and share cabs/shuttles to and from airports when 

possible. 
  All original receipts must be provided to ESC Region 11 for rental vehicle, fuel purchases 

for rental vehicles, flights, luggage expenses for flights, and parking to be reimbursed. 



  
Action Step checklist. 

 Print off hotel tax exempt form and provide to the hotel at check in. 
 Collect all itemized receipts and return to the ESC attached to the PNP Travel Reimbursement 

Form that correlates to your training location. 
 Print directions from google maps and submit to the ESC along with itemized receipts and PNP 

Reimbursement Form.  
 Print off W-9 form and return completed to the ESC with PNP Reimbursement Form. 
  

  
All paperwork must be returned within 7 days after travel 

has occurred to the attention of: 
Cheryl Grier 

ESC Region 11 
cgrier@esc11.net 

1451 South Cherry Lane 
White Settlement, Texas  76108 

  
  
Travel reimbursement will take 2-6 weeks from the time paperwork has 
been received. Incomplete paperwork may result in a delay of payment. A 
check will be mailed to the address on your W-9 for your reimbursement 
payment. 
 

https://webmail.escxi.net/owa/redir.aspx?C=NIIDrGpvvPoQqfE8kUzauTlRnef6DQoxjvp7UB3r934AicPNzdnUCA..&URL=mailto%3acgrier%40esc11.net

