
 

 
PURCHASING & TRAVEL CHEAT SHEET 

 For full detailed instructions on all purchasing-related items, see the HDESD Purchasing Handbook on the HDESD website. 

Common Processes at a Glance 

         BUSINESS MILEAGE REIMBURSEMENT 

A simple way to think about mileage:  Business miles – required commute deduction = reimbursable miles 

PERSONAL VEHICLE?  Authorized HDESD business travel + supervisor approval 

WHAT IS REIMBURSABLE? 

• Authorized HDESD business mileage beyond your normal commute to/from your primary assigned worksite. 

• Normal commuting mileage is NOT reimbursable. 

• Use the most direct and efficient route necessary for the work. 

COMMUTE DEDUCTION — THE EASY VERSION 

• Worksite → worksite: No commute deduction. 

• Home → business travel → home: Deduct your normal round-trip commute. 

• Worksite → business travel → home (or reverse): Deduct one normal commute leg. 

• If the commute deduction is equal to or greater than business miles, there are no reimbursable miles for that day. 

SUBMITTING MILEAGE 

• Use the current Regular Business Mileage Reimbursement Form found on the HDESD website. 

• Record each leg separately. 

• Include start, end, business purpose, and miles. 

• For student/family home visits, use city + student initials—not the exact home address. 

• Submit monthly to your liaison for supervisor approval and Business Office processing. 

  REMEMBER  Mileage is reimbursed at the IRS rate in effect when the mileage occurs. 

 

      BUSINESS TRAVEL REIMBURSEMENT 

PLAN FIRST. APPROVE FIRST. TRAVEL SECOND. 

BEFORE YOU TRAVEL  GET SUPERVISOR APPROVAL 

BEFORE MAKING ARRANGEMENTS 

• Complete the current Business Travel Authorization and Expense Reimbursement Form found on the HDESD website. 

• List anticipated travel expenses. 

• Obtain supervisor approval before travel occurs. 

• Follow HDESD purchasing and approval processes. 

• If an expense will not be paid by P-Card, it must be on a Purchase Order approved BEFORE travel. 

PAYING FOR TRAVEL 

• Whenever possible, HDESD should pay approved travel expenses directly using a P-Card. 

• Meals and personal vehicle mileage are reimbursed under HDESD per diem/mileage rules and should NOT be paid with a P-Card. 

• Use personal funds for other travel expenses only when necessary and no HDESD payment method is available. 

• HDESD does not provide cash advances for travel. 

  GOLDEN RULE  APPROVAL → PO/P-CARD → TRAVEL 

 



 

       P-CARD QUICK CHECK — WHAT CAN I PURCHASE? 

Think:  Approved • One-Time • Business Purpose 

   GENERALLY OK 

• Office, classroom supplies, Instructional materials 

• Event supplies 

• Postage & shipping 

• Memberships & dues 

• Approved refreshments 

• Approved digital resources 

• Pre-approved travel expenses 

  USE A PO OR ANOTHER PROCESS FOR 

• Services & rentals → Purchase Order 

• Catering → Purchase Order 

• Recurring subscriptions/renewals 

• Technology requiring approval 

• Travel meals covered by per diem 

• Vehicle fuel → Fleet Card 

• Gift cards → Business Office process 

   NEVER 

• Personal purchases 

• Alcohol, tobacco, gambling or entertainment 

• Fines, penalties or late fees 

• Payments against an existing PO 

• Splitting purchases to avoid limits 

• Unauthorized gifts or donations 

• Personal use of rewards/points/miles 

  WHEN IN DOUBT  Ask BEFORE you buy! 

 

       P-CARD ALLOCATION & RECONCILIATION 

Your monthly “keep it clean” checklist 

             KEY DATES  27th = Allocate in US Bank  |  5th = Upload docs for the prior month 

EVERY TRANSACTION NEEDS 4 THINGS 

• Correct account code 

• Clear description of the business purpose 

• Required receipt(s) 

• Any additional supporting documentation 

MAKE IT EASY ON YOUR FUTURE SELF 

• Review transactions throughout the month—don’t wait for the deadline. 

• Regular review keeps budgets current and gives you time to fix coding or documentation problems. 

• Upload receipts and supporting documents to the designated P-Card Google Drive by the 5th of the following month. 

QUICK CHECK BEFORE YOU MOVE ON 

• Account code is correct, transaction is reviewed and properly allocated 

• Business purpose is clear 

• Receipt/documentation is attached 

  TIP:  A few minutes of review each week beats a month-end scramble! 



 

    RECEIPTS & DOCUMENTATION 

If you can’t tell what was bought, the receipt isn’t enough. 

EVERY P-CARD PURCHASE  ITEMIZED RECEIPT OR INVOICE 

THE RECEIPT SHOULD SHOW 

• Vendor 

• Date of purchase 

• Items purchased 

• Individual item pricing 

• Quantity 

• Total purchase amount 

MATCH IT UP 

• Receipt/invoice amount must support the P-Card transaction. 

• A packing slip, quotation, or order confirmation does NOT replace an itemized receipt or invoice. 

SOME PURCHASES NEED MORE 

• Meeting food, lodging, airfare, or registration for event all need agenda attached. 

• Shipped goods need receiving documentation. 

30-SECOND CHECK 

• Itemized receipt/invoice 

• Amount matches the transaction 

• Business purpose is clear 

• Extra documentation attached if required 

  RULE OF THUMB Add supporting documentation when it is required and when it is needed to help explain and provide context 

for the transaction. 

 

        SHIPPED GOODS 

Delivered is not the same as received! 

TRACKING SAYS “DELIVERED”  ≠ RECEIVING CONFIRMATION 

FOR SHIPPED GOODS, DOCUMENT 4 THINGS 

• WHAT was received 

• WHEN it was received 

• WHERE it was received 

• WHO received it 

IMPORTANT 

• The person receiving the items must confirm receipt. 

• Carrier tracking marked “Delivered” is not sufficient by itself. 

• Whenever possible, ship items to an HDESD facility.  

• Employee homes and personal addresses generally may not be used for HDESD deliveries. 

• A non-HDESD delivery location must directly support an authorized program or service and meet applicable receiving 

requirements. 

QUICK CHECK 

• What arrived? 

• When did it arrive? 

• Where did it arrive? 

• Who received it? 

  THINK  WHAT • WHEN • WHERE • WHO 



 

 


