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Student Conferences Travel Requests 
Information Gathering 

The main thing to note about student conferences travel is that there is no such thing as too much 
information. In order to be approved every line and every detail must include backup documentation.  
 

 Where are you going? 

 Why are you attending? 

 When are you leaving? 

 When do you plan to return? 

 Who is attending? (Students and adults) 

For overnight stays, a travel roster is provided so that you as a teacher or adult leader can assign 

rooms based on name and gender. 

 How do I find the travel request form???? 

o Go to D11 Intranet and select the FORMS tab, scroll down to find the TRAVEL section. 

Don’t leave this area – you will need more of these forms!  

o HINT: Download all of them to your computer and save them to a file you can find 

anytime. 

Other questions and concerns: 

“How do I find and include the details to the event my students and I are attending?” 

Search the event on your browser online. Search for: Schedules or agendas as well as tabs for instructors 

showing forms, registration instructions as well as travel and lodging suggestions. Many times lodging 

has been partially accommodated with special rates and locations for certain events. 

“How do I lock in hotel reservations early without official approval from D11 Admin?” 

It is usually more important than many realize now that much of our travel arranging is done at a dot 

com address without human interaction, but we owe it to our students and families to interact 

personally via phone conversation.  After you talk to the hotels via phone to introduce yourself and let 

them know of your event, follow up with an email acknowledgment and thank them for their 

consideration while copying MATTHEW.LUCERO2@D11.ORG. In the case of my absence please also 

include JANET.MILENSKI@D11.ORG. At this point I can get involved with the transaction by sending 

them our Tax ID certificate and asking for their credit card authorization and tax-exempt forms. Starting 

this process not only establishes the relationship but lets the hotel management know of our serious 

intent to do business. 

“What sort of hotel do we try to book?” 

Look for a reputable establishment. Either by name or referred to you by the organizing the event. 

Before considering proximity and perks, first consider the hotel’s design and location. A hotel with a 

“questionable” or odd name and far from a paved road with doors to the individual rooms exposed to 

the outside parking lot or driveway is a bad choice. Do not book “The lucky U Motel” or the “Do Drop 

Inn” because of great rates! These are your kids - SAFETY FIRST! 

https://d11.sharepoint.com/sites/intranet/SitePages/Home.aspx
mailto:MATTHEW.LUCERO2@D11.ORG
mailto:JANET.MILENSKI@D11.ORG
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Please note the explanations below by section of the D11 Travel Request Form (below) also found on 

the D11 Intranet under “Forms” and then “Travel” section. The following graphics are merely examples. 

 

 

 

 

 

 

 

1. Your Name as the person submitting and to whom questions will be directed. 

2. If you are requesting funding support from Achievement, Learning & Leadership, department 

621, please indicate as shown. 

3. Date for your request must show when you are leaving D11 to travel to your destination and 

when you will depart that destination. Print and include a schedule of events or agenda from 

the event website or a reliable email justifying dates that you are planning on traveling. 

4. Be as precise as possible with “destination and Purpose” including City and State of destination. 

 

5. Note to whom registration is being paid and cost.  Admin will make p-card payments to 

Registration fees, hotel and airline costs after the travel request is approved. Backup 

documentation must include a print of the website information justifying this cost or an email 

from those conducting the event. 

6. Note name of Airline and estimate cost including your flight cost and baggage cost. Always 

round-up to the next higher hundred-dollar amount. Airline costs do not always apply to student 

conferences so use “N/A” 

7. Lodging must indicate where you are staying with documentation showing pricing. It is good to 

over-estimate based on taxes and fees if not already stated in your documentation. 

8. Ground transportation includes your cost estimate sent to you from D11 Transportation if using 

a D11 bus or the price quote from a charter company if applicable.  

1 

2 

3 

4 

5 

6 

7 

8 

Your phone # 

Your name 

https://d11.sharepoint.com/sites/intranet/SitePages/Home.aspx
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More regarding Transportation and Risk Management: 

Please contact D11 Transportation to advise as to what type of bus will be provided. You need to 

not only consider passengers but cargo as well! Outside charter companies are only for situations 

where D11 CANNOT provide services – No longer our first choice for larger groups as the district has 

now acquired larger buses. Charter costs are significantly higher.  

For specific information regarding D11 transportation please visit their site under Field Trips. Also 

note that your school may already have a login for the online field trip request.   Email: 

TRANSOPS@D11.ORG or phone: 719-520-2940. Contact them as soon as you are considering a trip. 

30-days prior notice is asked in order to get bookings confirmed. 

IMPORTANT LINKS: 

Board of Education Field Trip Policy-(IJOA) Note description of Standard and Non-Standard Field 

Trips. Field Trip Forms for Non-Standard Field trips will need to be signed by parent, principal and 

K12 Executive Director. 

Board of Education Regulation to Field Trip Policy-IJOA-R 

Download and use: 

Field Trip Form - English to be signed by parent of student traveling, and school principal. 

Field Trip Form - Spanish to be signed by parent of student traveling, and school principal. 

Other resources for Field Trip liability 

  

https://www.d11.org/Page/1019
https://fieldtrips.vmaxcompass.com/FTColoradoSpringsD11/Login.aspx
mailto:TRANSOPS@D11.ORG
https://www.d11.org/cms/lib/CO02201641/Centricity/domain/69/SectionI/IJOA.pdf
https://www.d11.org/cms/lib/CO02201641/Centricity/domain/69/SectionI/IJOA-R.pdf
https://www.d11.org/cms/lib/CO02201641/Centricity/Domain/564/2016%20revised%20Field%20Trip%20forms%20with%20instructions%202%2015.pdf
https://www.d11.org/cms/lib/CO02201641/Centricity/Domain/564/2016%20%20revised%20Field%20Trip%20Forms%20with%20instructions%20Spanish.pdf
https://www.d11.org/Page/1025
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Per diem calculation 

Begin by visiting the GSA 

website that determines per 

diem rates by geographical 

location. Scroll down to select 

the state to which   you are 

traveling.  

You can scroll down to the 

graphic of the United States 

and click on Colorado.  

 

 

 

At this point you will see two matrices. The first shows acceptable lodging rates by location and 

month of the year. The second shows Meals and Incidentals (M&IE) that can be paid per location. 

PRINT both of these matrices to be included in your travel request package. This information will 

justify your expenses. 

 

Next take note of the 

dollar amount in the M&EI 

Total Column. This is the 

dollar amount you will plug 

into the per diem calculator 

worksheet that calculates 

the per diem amount that 

D11 will pay each adult 

traveler for meals for the 

duration of the trip. 

  

https://www.gsa.gov/travel/plan-book/per-diem-rates/per-diem-rates-lookup
https://www.gsa.gov/travel/plan-book/per-diem-rates/per-diem-rates-lookup
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Per diem calculation and worksheet 

Next type in the dollar amount per day rate        into the per diem calculator worksheet. This is a 

separate Excel file that calculates automatically based on the rate per day and the meals you need 

to pay for each day. Breakfast, lunch and dinner are calculated at different rates per the GSA.GOV 

criteria.  

The agenda, any confirmation emails, website info that you need to print 

must be included in this travel package will confirm meals provided if any. 

NOTE: Plan ahead and make sure there is room at a hotel that provides 

free breakfast. Being thrifty with taxpayer funds will enable for student 

conferences trips to be funded by the district. If this fund runs out, then 

future trips may not be approved to be paid for with the Student 

Conferences budget. 

 

Also, Do Not place a 

number 1 in the 

first meal prior to 

leaving for the trip  

AND 

keep in mind your 

estimated return 

time when asking 

for a meal during 

the trip back to the 

district the district 

drop off point.  

 

  

IMPORTANT! 

Place a number a 

1 at each meal 

you will not 

be provided 

for by the event 

organization 

during the event 

you to which you 

are traveling. 

Lunches, dinners 

or banquets 

provided for at 

the event.   
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Mileage 

If any D11 employees are unable to ride along with students on the bus and are traveling with their 

own personally owned vehicle use the Colorado Mileage Chart.  BE AWARE that an adult must 

accompany students on the bus on out of town trips. Charter bus companies will not depart 

without at least one adult per bus. See below mileage based on 50 cents per mile and round-trip 

distance. See example below. 

 

 

Your form showing per diem and mileage should show both dollar amounts separately as well as 

the name, address and employee number of the person receiving this allowance. This amount will 

be automatically deposited into the employee’s Direct Deposit account.  See below.  

  PER DIEM / MILEAGE               TOTAL OF BOTH 
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Submitting for Approval 

Page 1: Travel Request Form completed with all info outlined in pages 1-6 of this guide 

Page 2 and more: These need to be website pages printed showing announcement and dates of 

the event as well as schedule of happenings at the event, any pages published or emails 

indicating meals that are provided by the event as well as registration costs. This is where you 

“Sell it” – What, Where, When and Why are you attending?!  

Succeeding pages:  

 Completed per diem calculation along with the pages printed from the www.gsa.gov per 

diem look-up site that shows what city you are traveling to and the Meals & Incidental 

Expenses (MI&E) rate you used to calculate your per diem outlined in pages 4 and 5 of 

this guide.  

 Also include CO Mileage Chart for anyone driving a personal vehicle. See page 6. 

 Student Roster with names of students, school attending, and gender indicated as you 

will arrange according to hotel rooming assignments. Most hotels will ask for this and 

the district needs to be accountable for this information as well. Please complete this 

roster even if your event is not over-night. 

Please scan and email this multipage document you have now accumulated to 

me as soon as possible! This completed package will be reviewed and approved 

here at admin.  MATTHEW.LUCERO2@D11.ORG. 

 

We will contact you as soon as we are able to confirm final hotel arrangements. 

Please expect communications in the form of phone calls and/or emails from 

Summer Earthsong at D11 Transportation regarding your field trip and any 

questions or concerns they might have. 

 

BEFORE TURNING IN FOR APPROVAL – FIND AND PRINT EVERY BACK UP 

PIECE OF INFO SO THAT ALL OF YOUR COSTS ARE DOCUMENTED.   

Link to example  

GUESSING OR ASSUMING ONLY DELAYS THE PROCESS. 

 

https://www.gsa.gov/travel/plan-book/per-diem-rates/per-diem-rates-lookup
https://www.gsa.gov/travel/plan-book/per-diem-rates/per-diem-rates-lookup
https://d11-my.sharepoint.com/:x:/r/personal/matthew_lucero2_d11_org/_layouts/15/Doc.aspx?sourcedoc=%7B0F400916-4CC3-4D13-BF2C-C9E2DA5D00C2%7D&file=Travel%20roster%20Template.xlsx&action=default&mobileredirect=true
mailto:MATTHEW.LUCERO2@D11.ORG
mailto:SUMMER.EARTHSONG@d11.org
mailto:SUMMER.EARTHSONG@d11.org
https://www.d11.org/cms/lib/CO02201641/Centricity/Domain/2041/EXAMPLE%20Trav%20Req%20CO%20All%20State%20Orch%200208-0210.pdf

