
  

TRAVEL & EXPENSE REIMBURSEMENT 
 
 

Northwest Independent School District will reimburse for reasonable, allowable expenses incurred in conjunction with 
authorized district activities.   

Approval for travel is required in advance by the appropriate campus/department supervisor.  A discretionary form is 
included in this section, for travel request approval from the supervisor (see Request for Professional Development 
Training form).   

The following information identifies travel considerations and allowable travel expenditures/reimbursements.  It is the 
discretion of the campus/department budget authority whether the allowable expense is paid or reimbursed by the 
district. 

An employee submitting a reimbursement request for expenses is claiming the expenses were personally incurred, 
associated with approved travel, related to Northwest ISD business and have not been previously charged to the 
district nor previously submitted for reimbursement. 

Reimbursements for travel and related expenses will not occur until after the travel/event has taken place. 

Expenses beyond what is allowable are at the expense of the employee. 
 
TRAVEL CONSIDERATIONS 
 
Cancellations/Modifications 
Fees for cancellations/modifications will be the responsibility of the employee except when necessitated by the district. 

Expenses incurred due to the traveler’s discretion will be paid by the traveler.  A written explanation of circumstances 
canceling/modifying travel must be submitted to the employee’s administrator/program manager. 

Incidentals 
Vendors may require a personal credit card for incidentals.  See personal expenses. 

Non-employee Travel 
Travel expenses incurred by a spouse, family member and/or other non-district employee accompanying an employee 
on business unless they are required to be in attendance (e.g., chaperones), are the responsibility of the 
employee/traveler. 

Personal Expenses 
Personal expenses, such as laundry, movies, pet fees, long distance phone calls, additional nights/fares/upcharges, 
upgrades, etc., will be charged to the traveler’s personal credit card and must be settled with the vendor by the 
traveler at the time of service. 

Receipts 
It is the responsibility of the traveler to provide receipts.  If a traveler is unable to provide a receipt the expense will 
be the responsibility of the traveler negating reimbursement eligibility. 

Original itemized receipts are required as documentation. 

 Non-itemized credit card signature receipts are not sufficient documentation 

 Banking/credit card statements are not sufficient documentation. 

 Rental agreements/reservation confirmations are not sufficient documentation of payment. 

Receipts determined to be unreasonable or excessive are subject to disallowance. 

Reimbursements are only made to the employee whose name appears on the receipts.   

Reimbursement Requests 
Only complete forms with proper documentation and original dated signatures and approvals are accepted for 
processing.  Incomplete submissions will delay payment. 

Requests for reimbursement of travel expenses should be made within 30 days of trip completion. 

All reimbursement requests must be submitted with proper approval, using the appropriate reimbursement request 
form with original itemized receipts.  Approved forms and documentation are submitted to financial services, 
attention: administrative assistant, for payment. 



  

Tax Exemptions 
The district is a tax-exempt organization and does not pay nor reimburse for Texas state taxes/sales tax. 

An employee of an exempt organization cannot claim an exemption when buying taxable items of a personal nature, 
even if the organization gives an allowance or reimbursement for such items. For example, meals, toiletries, clothing 
and laundry services are for personal use and are taxable. Anyone traveling on official business for an exempt 
organization must pay sales tax on taxable purchases such as parking, whether reimbursed per diem or for actual 
expenses incurred. (Comptroller.Texas.Gov, 96-122, Exempt Organizations, Sales and Purchases) 

These forms are available from the accounts payable department and online within the financial services department 
webpage under the travel tab. 

 Texas Hotel Occupancy Tax Exemption Certificate:  This form exempts the district from the state portion of the 
hotel tax.  The six percent state hotel tax applies to charges for sleeping accommodations, meeting rooms and 
banquet rooms in a hotel or motel.  

Cities, authorized counties and special purpose districts levy local hotel taxes at varying rates. These taxes will be 
paid by the district. 

 Texas Sales & Use Tax Exemption Certification:  The district does not pay nor reimburse state sales tax.  This 
form will be necessary in addition to the Texas Hotel Occupancy Tax Exemption Certificate for services such as 
internet usage, meeting rooms and related food services. 

To avoid paying the state portion of the hotel tax/sales tax, the employee must present the vendor with the 
appropriate form(s).  An employee who fails to provide the appropriate form(s) will only be reimbursed for local hotel 
taxes. 

It is the employee’s responsibility to ensure the state portion of the hotel tax/sales tax is removed/refunded.  Failure 
to do so will require the employee to reimburse the district for the unallowable expense. 
 
ALLOWABLE TRAVEL EXPENSES 

District purchasing procedures should be followed which may include travel payment options provided on the following 
pages. 

Airfare 
Air travel, including changes and modifications should be arranged through the district approved travel agent with a 
purchase order.  See purchasing department’s travel program guidelines.  

Baggage Fees 
Baggage fees, within reason, are allowable expenses. 

Fuel 
Fuel expenses are allowable expenses when purchased for a rental or district vehicle. 

Hotel/Lodging 
The district strongly discourages reservations for lodging for conferences within the Dallas/Fort Worth area.  Multi-day 
trips within 50 miles (one-way) of the traveler’s assigned campus, are not eligible for overnight or per diem 
reimbursements without the written approval of the executive director prior to the trip.  If granted, the written 
authorization must be attached to the Overnight Travel Expense Report form.   

Lodging for an overnight trip should be arranged through the district approved travel agent with a purchase order.  
See purchasing department travel program guide.  Fees such as internet and hotel parking may be added to the 
purchase order.  Every effort should be made to lodge at a moderately priced hotel at the government rate. 

Short-term rental through services including but not limited to AirBnb, HomeAway, VRBO, or other home sharing 
services, etc. are not allowable expenses.  All requests for lodging should be processed through district purchase 
orders, district credit cards or the district travel agency.  Lodging must be at a business that offers lodging to the 
general public, such as a hotel or motel, not a private residence. 



  

Meals 
Expenses for meals associated with authorized out of district, overnight travel shall be paid to employees on a per 
diem basis.  Receipts are not required when using the per diem method. 

Per diem rates include taxes and gratuities/tips. 

Meals provided by vendor, conference etc. are not eligible for reimbursement. 

Meals that include anyone other than the employee must specify the names of the individuals at the meal and the 
purpose of the meal. 
 
Recording departure and return time: 

 Always include AM/PM designation. 

 Departure is the time leaving the point of origination. 

 Return is the time arriving at the final destination. 

 In-State Per Diem:  Meals are reimbursed up to $46.00 per day.  The employee per diem allowance is as 
follows: 

 $11.00 Breakfast (B) $12.00 Lunch (L) $23.00 Dinner (D) 

 Meal Eligibility 

Departure prior to 8:00 a.m. B, L & D 
Departure between 8:00 a.m. and 12:00 noon L & D 
Departure between 12:01 p.m. and 5:00 p.m. D 

Return prior to 11:30 a.m. B 
Return between 11:31 a.m. and 6:00 p.m. B & L 
Return between 6:01 p.m. or after B, L & D 

 

 Out-of-State Per Diem:  The district utilizes the General Services Administration (GSA), established out-of-state 
per diem rates.  The location-specific information at www.gsa.gov/perdiem provides rates for the breakdown of 
out-of-state meals. 

The amount allowable for the first and last calendar day of travel is calculated at 75 percent of the daily M&IE 
total and includes incidental expenses (currently $5 for all tiers) which are paid on the first and last day of travel 
only and may not be claimed for dates in between. 

When completing the Overnight Travel Expense Report, record the appropriate 75 percent reimbursement 
amount in the “Dinner” box of the first and last calendar day of travel.  For meals in between, record the 
appropriate allowable per diem amount for each meal. 

Printouts from the GSA website (https://goo.gl/P51PqZ) should be included as documentation with 
reimbursement requests. 



  

 
 

Use the following legend to record meals: 

  = Claiming eligibility - = Not eligible P = Provided, not eligible cc = Charged to district card 
 

In-state travel 

 

 
# of meals =   4   @ $11,   2   @ $12,   4   @ $23 

$160.00 

 

 

Out-of-state travel 

 

 
Calculated using out-of-state rates from GSA website. 

$230.50 
 
 
 



 

 Other meals: Meals associated with authorized day travel are reimbursed at actual expense.  Original itemized 
receipts are required and must be submitted for reimbursement.  Receipts submitted which are determined to 
be unreasonable or excessive are subject to disallowance.  Reimbursement claimed for meals that include 
anyone other than the employee must specify the names of the individuals at the meal and the purpose of the 
meal. 

A memo of exception signed by the campus/department budget authority must be attached for any exception. 

Meals charged to district credit/pcards, negate eligibility for per diem allowances for those meals.  Meals that include 
anyone other than the employee must specify the names of the individuals at the meal and the purpose of the meal. 

Under no circumstances will the district reimburse for alcoholic beverages or bar receipts. 

According to TEA interpretation, Campus Activity and Student Activity funds may not be used to cover differences in 
actual expenses and reimbursement rates. 

Mileage 
Reimbursement is allowable when using a personal vehicle for official district business. Mileage is reimbursed using 
the State of Texas Travel Allowance Guide adopted by the Comptroller under Section 660.021, Government Code.  
Only the person driving may claim mileage reimbursement. 

Reimbursements should be processed monthly or at a minimum by calendar year end (Dec 31st) when the rates 
typically change and by fiscal year end (June 30th) to record the expenses to the appropriate budget year. 

 Day travel mileage and/expense reimbursement requests should be submitted with a Travel Report form and 
required supporting documentation. 

 Overnight travel mileage reimbursement requests must be submitted using the Overnight Travel Expense 
Report. 

Required supporting documentation: 

 In-District mileage will be reimbursed for travel within the district (district facility to district facility) on a per mile 
basis unless employee is receiving an annual travel stipend. 

The district technology department maintains an intra-district mileage tracker 
(http://ws01.nisdtx.org/mileage/Login.asp) for use when tracking mileage within the district.  A printout from 
the tracker is sufficient for backup documentation. 

 Out-of-District mileage will be reimbursed for travel outside the district on a per mile basis.  Employees who 
receive a travel stipend are only reimbursed for trips in excess of 50 miles one-way.   

A printout from an internet mapping service documenting mileage from Point A to Point B must be included with 
reimbursement requests.  Reimbursements are calculated based on printed documentation.  A written statement 
or additional printout is required for any additional mileage. 

 Approvals: 
o Approvals for expenses related to staff (campus/department personnel) where the budget 

administrator uses eFinance to approve requisitions are sufficient through eFinance. 
o Expenses related to administrators (principals, directors, etc.) will be forward to their 

supervisor/approver who will review the purchase order and documentation and affix a signature 
on the purchase order. 

Point of departure and return should be calculated based on home campus assignment or residence, whichever is less. 

The district’s insurance is not the primary insurance coverage in case of accident.  The driver’s insurance is 
responsible for coverage. 

Parking 
Self-parking should be utilized when available unless there are extenuating circumstances such as safety, disability, 
etc. and must be documented in a written statement. 



 

Registration Fees 
All registration fees, upon completed approval process, should be paid prior to the conference, workshop, etc., by 
initiating a purchase order to the appropriate vendor.  A copy of the registration form must be submitted as 
documentation.  Registration fees should be paid to the vendor rather than reimbursed to the employee/student. 

No optional scholarship donations, personal memberships or insurances paid as part of the registration fee will be 
reimbursed, not even out of campus activity funds (e.g. ATPE, NEA, professional liability insurance etc.). 

Rental Vehicles 
Rental vehicles are available through bid vendors by submitting a purchase order.  When a district employee rents a 
vehicle for business use, the rental should be made in the district’s name and paid by a district purchase order or 
district credit card. 

When using district approved vendors, additional insurance coverage is NOT necessary at the time of rental provided 
the rental or lease does not extend beyond 30 days. 

Tips and Gratuities 

A mandatory service charge imposed by an establishment will be paid.  It is recommended that optional ‘tipping’ not 
exceed 20 percent. 

Transport Services 
Transport services such as cabs, shuttles and similar transportation services are allowable expenses. 

Upgrades 
Travel upgrades are allowable for circumstances such as safety, disability, etc. and must be documented in a written 
statement and approved by the campus/department budget authority in advance.   

Upgrades at the personal discretion of the employee are the financial responsibility of the employee.   

Upgrades listed are not all inclusive but samples of potential upgrade options. 

Air:  First class or cabin upgrade, seat upgrade, extra leg space, priority check-in, mileage booster, etc. 

Hotel:  Special view upgrade, room/suite upgrade, amenities charged to room, etc. 

Miscellaneous: 

 Alternative Travel Arrangements:  If an employee wishes to make individual alternative travel arrangements 
(arrangements which deviate from normal practices), reimbursement will only be for the lesser of actual costs or 
costs which would have been incurred, if the normal travel practices had been followed. 

 School Board Members:  Costs of travel to board members will be reimbursed using the same criteria as district 
employees per BBG (LOCAL) BOARD MEMBERS: COMPENSATION AND EXPENSES. 

A board may not pay the travel expenses of spouses and other persons who have no responsibilities or duties to 
perform for the board when they accompany board members to board related activities. BBG (LEGAL) BOARD 
MEMBERS: COMPENSATION AND EXPENSES 

 Donations, Memberships and Insurances:  Personal donations, memberships and insurances (including travel 
insurance) are not allowable expenses. 

 Federal Funds:  When the source of the reimbursement is a federally funded program, reimbursement for 
lodging and meals is limited to the amount currently authorized by such grant.  Gratuities may not be 
reimbursed using federal funds. 

 Student Meal Allowance:   
o Preferred method:  Contact purchasing for information on declining balance cards for student meals. 

o Secondary option:  A sponsor may request travel advance to cover cost of student meals when students are 
traveling for related school activities or contests.  See Student Cash Advances within this section. 



 

REQUEST FOR PROFESSIONAL DEVELOPMENT TRAINING 
 

Approval for travel is required in advance by the appropriate campus/department supervisor authorizing the travel.  A 
discretionary form for campus/department use is included in this section, for travel request approval from the 
supervisor. 

 Day travel meals are paid at actual cost.  Original itemized receipts must be submitted as supporting 
documentation. 

 Overnight travel meals are paid at the per diem rates defined within this section. 

 This form is for campus/department use, however if travel is approved with conditions, a copy must be attached 
to the Overnight Travel Expense Report form. 

NOTE:  Documentation for exceptions of eligible reimbursements for travel expenses must be submitted as part 
of reimbursement requests. 



 



 

TRAVEL-RELATED EXPENSES PAYMENT OPTIONS 
 

It is possible to utilize the district’s purchasing procedures for all travel-related expenses.  All travel, including 
payment options, requires authorization from the department head or supervisor prior to the event. 
 
The key is to plan ahead so that you will have the purchase orders or checks available prior to your trip.  In cases 
where purchase orders may not be accepted by a vendor, we offer additional options. 
 
The option of using a personal credit card and obtaining a reimbursement is an available payment option when 
documentation is provided for: 

 emergencies and time constraints, or 

 a justifiable savings to the district. 
 
For expenses that require a reimbursement to the employee, original itemized receipts/documentation must 
accompany the appropriate completed district form. 
 

NOTE:  Reimbursements for travel expenses made with personal funds will not occur until the travel is 
completed. 

 
The chart on the following page is provided to assist in determining payment options. 
 



 

 
 With a District Purchase Order With a Personal Credit Card 

Airfare 

 Utilize a travel agent. * 
The travel agent must have a 
district purchase order number 
within 24 hours of placing the 
reservation. 

 Make the purchase using a personal 
credit card and submit documentation 
for reimbursement. 

Car Rental* 
 Process a requisition so that a 

purchase order number is available 
upon making the reservation 
through the state bid vendor. 

 Use the approved state bid vendor. 
 
 If there is not an approved vendor 

location at the destination 
documentation stating so is required. 

 

 Fuel for rental vehicles will be 
reimbursed only when receipts for the 
fuel purchase are supplied. 

 
 A copy of the rental receipt is 

required. 

Conference 
Registration 

 Process a requisition so that a 
purchase order number is available 
upon registration. 

 Submit documentation for 
reimbursement. 

Hotel 

 Utilize a travel agent. * 
 
 The travel agent must have a 

district purchase order number 
within 24 hours of placing the 
reservation. 

 
 Using a travel agent for a 

conference offering a discounted 
rate on rooms may disqualify you 
for the special rate. 

 

 Process a requisition to the hotel 
vendor so purchase order number is 
available upon making the 
reservation. 

 Reserve the room and present a 
district check for the total amount due 
upon your arrival. 

 

 In instances where the first night 
deposit is required a personal card 
may be used to reserve the room. 

 
Immediately process a requisition so 
that a check may be processed.  You 
will be responsible for forwarding the 
check to the hotel prior to your stay 
so that the charges are removed from 
your credit card. 

Meals 

All overnight travel meals are reimbursed on a per diem basis upon your return.  
Meals provided at the conference will not be included in your per diem.  For out-of-
state per diem rates, contact financial services. 
 
NOTE:  If you travel with someone using a district credit card and they purchase 
your meal it will negate your per diem for that meal. 

*Existing travel vendors: 
 
Arta Travel 

NISD Vendor #116888 
Travel Services 
Commodity Code #605 
Ofc: 972-422-4000 
Fax: 972-422-2331 
Email: NWISD@artatravel.com 
972-735-9547 Vickie Christine 
 
 
 

 
EAN Holdings, LLC (Enterprise) 

NISD Vendor #106805 
State contract ID #TXSO613 
Commodity Code #605 
11400 N Freeway (I-35) 
Fort Worth, TX 76177 
817-431-3532 
Fax: 817-431-0639 
 

The option of using a personal credit card and obtaining a reimbursement is an available payment option when 
documentation is provided for emergencies and time constraints, or a justifiable savings to the district. 



 

District Travel Cards 

Certain employees of the district may be issued district travel cards.  These cards are to be used for district travel 
related costs for these individuals. 

Monthly billing statements for the district travel cards are delivered exclusively online.   To access the statement, the 
cardholder must register the account at the travel card website.  Once registered, a monthly "statement ready" e-mail 
notification will be sent to the cardholder one to two days after the statement closing date.  Once account access is 
established the secretary/office manager in charge of processing payments can access the information by using the 
card holder’s user id and password.   

Incomplete submissions will be returned to the originator for correction, causing a delay in payment and potential 
finance charges and/or late fees.  Finance charges and/or late fees are the financial responsibility of the card holder. 

All district travel card payments will be made by processing a requisition. 

 An itemized requisition is entered. 

o Bid#/Comment field:  Credit Card Vendor 

o Commodity Code:  Assigned as appropriate to expense, examples are not all inclusive 

 140 – Catering Services 

 465 – Meals – Student 

 467 – Meals - Staff 

 590 – Staff Development 

 598 – Subscriptions 

 605 – Travel Services 

 Original itemized receipts for meals, parking and other expenses must be taped to a plain sheet of 8.5” x 11” 
paper. 

o Meals that include anyone other than the employee must specify the names of the individuals at the 
meal and the purpose of the meal. 

 The approver will review the credit card statement and affix a signature on the purchase order. 

An approved, signed purchase order with credit card statement and all supporting documentation is forwarded to the 
business office for review. 

 

Credits/Refunds 

Applying credits/refunds to a travel card will require the requisition be entered for the full amount of the statement.  
Credits may only be applied by accounts payable at the point of processing payment. 

 Credit/refund information should be detailed within the comments of the requisition and must include the 
amount and the full budget code to be applied against. 

 Credit/refunds are only applied to codes that are on the current purchase order and can only be applied if 
there is an expense on the purchase order that is greater than the credit. 



 

TRAVEL REPORT 
 
 
Day travel reimbursements are processed using the Travel Report as a summary with original itemized receipts as 
supporting documentation.  

Reimbursements for mileage should be processed monthly or at a minimum by calendar year end (Dec 31st) when the 
rates typically change, and by fiscal year end (June 30th) to record the expenses to the appropriate budget year. 

 Utilize the Travel Report form located under Forms on the Financial Services webpage.  Use the appropriate tab 
within the workbook relating to the period of time the travel occurred. 

 Original itemized receipts for meals, parking and other eligible travel expenses must be taped to a plain sheet of 
8.5” x 11” paper. 

 See Mileage reimbursement information within this section. 

 In-District mileage will be reimbursed for travel within the district (district facility to district facility) on a per mile 
basis unless employee is receiving an annual travel stipend. 

The district technology department maintains an intra-district mileage tracker 
(http://ws01.nisdtx.org/mileage/Login.asp) for use when tracking mileage within the district.  A printout from 
the tracker is sufficient for backup documentation. 

 Out-of-District mileage will be reimbursed for travel outside the district on a per mile basis.  Employees who 
receive a travel stipend are only reimbursed for trips in excess of 50 miles one-way.   

A printout from an internet mapping service documenting mileage from Point A to Point B must be included 
with reimbursement requests.  Reimbursements are calculated based on printed documentation.  A written 
statement or additional printout is required for any additional mileage. 

The completed Travel Report with employee signature, date and supporting documentation is forwarded to the 
appropriate campus/department member for requisition entry. 

Upon receipt of an approved purchase order the Travel Report and supporting documentation is forwarded to 
accounts payable for final processing. 

NOTE:  Overnight travel reimbursements must be submitted using the Overnight Travel Expense Report. 



 

 



 

OVERNIGHT TRAVEL EXPENSE REPORT 
 
 
All overnight travel should be submitted on the Overnight Travel Expense Report.  Only complete forms with proper 
documentation should be submitted to financial services for processing.  Incomplete submissions will delay payment. 
 
For out-of-state meal calculations refer to the Allowable Travel Expenses - Meals section of this guide. 
 
 Only for overnight travel.  Other reimbursements should be on a Miscellaneous Payment Form. 

 
 The payee’s complete information must be indicated on the form.  This helps to verify current information. 

 
 Advise if the payment needs to be sent to an alternative location (i.e.: campus). 

 
 Original itemized receipts should be taped to a plain sheet of paper and paper clipped to the Overnight Travel 

Expense Report form.  Do not place tape over any print. 
 

 Include all travel dates in meal box even if meal was provided.  Do not claim meals provided at the conference.  
This includes meals provided as part of the conference registration or by vendors. 
 

 To request reimbursement for an expense not listed on the form, line through an item not utilized and write in 
the expense. 

 
NOTE:  Reimbursements for purchases made with personal funds will not occur until the travel is completed. 

 
Use the following legend to record meals: 

  = Claiming eligibility - = Not eligible P = Provided, not eligible cc = Charged to district card 
 

In-state travel 

 

 
# of meals =   4   @ $11,   2   @ $12,   4   @ $23 

$160.00 

 

 

 

 

 

Out-of-state travel 

 

 
Calculated using out-of-state rates from GSA website. 

$230.50 
 
 
 
 



 



 

STATE SALES TAX EXEMPTION 
 
 
Tax-exempt district purchases: 
A school district is a political subdivision of the State of Texas and is, therefore, exempt from paying state sales tax.  A 
tax number is not required for exemption.  A tax exemption certification should be completed and sent to a vendor 
who has requested a tax number for his/her records. 
 
Purchases by the school for educational or instructional use or for administrative use necessary to the educational 
function of the school are exempt from tax (office supplies, duplicating paper, etc.). 
 
Meals purchased by the school for athletic teams, bands, etc. on authorized school trips are exempt from sales tax if 
the school contracts for the meals.  The school must pay for the meals with a school district check and provide the 
eating establishment with an exemption certificate. 
 
Individual members of the athletic team, band, etc., may not claim exemption from sales tax on the meals they 
purchase while on a school authorized trip. 
 

NOTE:  Parent/teacher organizations and booster clubs must apply for their own exemption. 



 



 

Tax-exempt donation purchases: 
The district's sales tax exemption status may be used by employees and others that make purchases on behalf of the 
district.   
  
 These purchases may not be used for the personal benefit of a private party or other individual.  

 
 An individual may use the exemption status for items that will be donated to the district.  If the individual uses 

the item before donating it, however, the exemption is lost and tax is due.   
 

 An employee of an exempt organization cannot claim an exemption when buying taxable items of a personal 
nature, even if the district gives an allowance or reimbursement for such items. For example, meals, toiletries, 
clothing and laundry services are for personal use and are taxable.  
 

 Anyone traveling on official business for an exempt organization must pay sales tax on taxable purchases whether 
reimbursed per diem or for actual expenses incurred. 
 

 A sales tax exemption does not include taxes on the purchase, rental or use of motor vehicles. 
 
A sample exemption form to be used by individuals making a purchase on behalf of the district is located within this 
section.  The information within this exemption form clearly indicates that the district is not the purchaser.  The 
individual making the purchase on behalf of the district must complete the document with their personal information 
and sign the document for presentation to the retailer.  
 
Aside from providing the individual with this form the district has no other involvement in the transaction.  It is up to 
the retailer to accept or deny the use of the exemption. 
 
Individuals utilizing the exemption should take notice of the warning at the bottom of the certificate: 
 
"...it is a criminal offense to give an exemption certificate to the seller for taxable items that I know, at the time of 
purchase, will be used in a manner other than that expressed in this certificate and, depending on the amount of tax 
evaded, the offense may range from a Class C misdemeanor to a felony of the second degree." 



 



 

HOTEL TAX EXEMPTION 
 
 
Religious, charitable, and educational organizations and their employees, including college and university personnel 
traveling on official business of the organization are exempt from the state portion of the hotel tax.  The six percent 
state hotel tax applies to charges for sleeping accommodations, meeting rooms and banquet rooms in a hotel or 
motel. 

Cities, authorized counties and special purpose districts levy local hotel taxes at varying rates.  These taxes will be 
paid by the district. 

Exempt organizations, governmental entities and their employees must furnish the hotel with a Texas Hotel 
Occupancy Tax Exemption Certificate.  When a hotel accepts a signed exemption certificate in good faith from the 
organization or its representative, the hotel is not required to collect the tax.  However, the hotel must either collect 
the tax or have an exemption certificate in its records. 

To avoid paying the state portion of the hotel tax, the employee must present the vendor with the appropriate form.  
An employee who fails to provide the appropriate form will only be reimbursed for local hotel taxes. 

It is the employee’s responsibility to ensure the state portion of the hotel tax/sales tax is removed/refunded.  Failure 
to do so will require the employee to reimburse the district for the unallowable expense. 

One certificate may be issued by an organization for more than one room, and the method of payment does not affect 
the tax nor determine the exempt status. 



 

 


