Released Time & Travel (RT&T) Form Guidelines
For Travel Requests to Be Approved by the Superintendent
(If you have questions, call the Superintendent’s Office – 225-6060)
(Always use the most up-to-date form available on the Intranet and type or print information legibly.

(As soon as travel dates are confirmed, initiate the RT&T forms. Requests for travel should be through all channels and to the final approver as quickly as possible but certainly no later than one week prior to the requested travel dates. Note: Obtaining all necessary signatures along the way could take up to two weeks, so please plan accordingly.

(Spell out acronyms, e.g., ASCA (American School Counselors Association) and avoid abbreviations.

(The following expenditures should NOT be included in the RT&T: registration, supplies, materials, books, etc. (Check with Finance about using a requisition/purchase order process.)
(Out-of-Country requests require written approval (via e-mail or signature on RT&T form) of Risk Management prior to Superintendent’s approval.

(Copies of forms approved by the Superintendent will be provided to the appropriate Administrator for distribution to the respective schools and/or departments.  Copies of approved forms with expenses will be sent to Finance as well.

(If, after receiving approval of the RT&T, the names of traveler(s)/attendee(s) change, photocopy the original travel request form and at the top write and highlight “Amended - Change of Names Only” and submit the photocopy of RT&T form with the correct name(s) along with the copy of the originally approved form.  There is no need to re-send through all the signature levels.  However, if the dollar amount increases, provide an explanation of the change (e.g., increase in airfares, room rates, additional travelers, etc.), on a photocopy of the originally approved form with new, original signatures/initials showing that individuals at all supervisory levels have approved the increase. 
Released Time & Travel (RT&T)

Completion of Forms Associated with Travel
1. If there are expenses associated with the travel, Finance must approve and sign in the top left corner box of the RT&T form.
2. “X” the appropriate box in the upper right-hand corner of the RT&T form. Note: All out-of-state travel (with or without expenses) and any in-state travel with expenses for lodging, air travel, and/or per diem need the Superintendent’s final approval.  In-state travel with no expenses or just expenses for registration, mileage and/or substitutes may be “final” approved by the respective Assistant Superintendent, Chief Financial Officer, Chief Operations Officer, or Chief Human Resources Officer.  Check with the appropriate Administrator’s office to determine whether they have additional requirements for their approval such as student names, itinerary, transportation form, etc. 
3. If there is more than one person attending the event (even if they are not from the same site), put “See Attached” and list all names on the second sheet of the Released Time form. Be sure to list the names as indicated, LAST name, and then FIRST name. Please alphabetize the list by the LAST name. (Not necessary to have an “absentee signature” when doing a group released time.)
4. If students are involved in the travel, place an “X” in the box beside “Accompanying Students.”
5. Mark down the City, State where conference/workshop will be taking place.
6. When putting in the title of the conference/workshop, spell out acronyms, e.g., ASCA (American School Counselors Association) and avoid abbreviations.

7. List the actual date and time of departure and return on the RT&T form.  (If travelers are planning to arrive early or stay extra days that are not part of the conference/workshop but plan to take personal or vacation days, indicate below date and time of departure—there is no line for this, just type it in underneath.)

8. Put in number of workdays (0 if none); “X” appropriate box for substitute required (yes) or (no), and if so, fill in number of days substitute is needed and enter budget source under the number of days required, e.g., M&O, deseg, grant name, etc. (there is no line for this—just type it in underneath).
9. Justification—Briefly summarize the travel justification/rationale in this area, e.g., how the travel will impact student achievement, or attendance required to maintain certification for a program or piece of equipment, or presenter at a conference or workshop, etc.

10. “X” all boxes that apply in Expenses To Be Paid By section and fill in all budget codes, names, and amounts that apply.  (Round up total amounts to the next dollar.)

11. Check all that apply and include expenses for amounts in appropriate area for sub., rental car, mileage; lodging, per diem, airfare, and other (baggage fee, taxi, shuttle, parking). (e.g. Lodging $450).

12. If individuals in a group of travelers are from more than one area, e.g., elementary, middle and/or high schools, Assistant Superintendents from each of the respective areas should sign off on the RT&T prior to the form coming to the Superintendent.
13. DO NOT make any arrangements unless you have an approved RT form. 

14. Whether one individual or several are traveling with expenses, please complete the “Released Time Explanation of Expenses” form and submit it with the RT&T form.

(If in-state and possible, please carpool or use a TUSD car or van. When traveling to Phoenix or any other city in Arizona that is less than 99 miles away, do not include the mileage expenses on the Released Time form; instead, use the TUSD Mileage Form on the Financial Services website and submit it separately. When it is possible to carpool but individuals choose to drive separate vehicles, mileage reimbursement will not exceed the amount reasonable for a carpooling situation.
(Mileage reimbursement cannot exceed the amount of an airline ticket to fly to the same destination, e.g., if you choose to drive to a conference in San Diego, your mileage reimbursement will not exceed the amount of a recent quote from Rio Grande Travel 1 for a roundtrip airline ticket to the same destination. Thus if an airline ticket would cost $250, your mileage reimbursement would not exceed that amount even if the 44 ½ cents per mile calculation was a higher figure.
(To keep costs down, travelers on district business are expected to share rooms (when appropriate) or pay the difference between a single and a double rate.  When it is possible to share rooms but individuals choose to have separate rooms, lodging reimbursement will not exceed the amount reasonable for a shared room situation. Without a clear explanation of how this is being handled on the breakdown of expenses sheet, approval of travel may be delayed or not authorized. 
