
The HISD Pre-Paid Travel Card Program is finally here!  
HISD’s Procurement Department began its testing of the 
new program with more than a dozen employees to make 
sure the pre-paid credit cards work as well as expected. The 
feedback was positive so we are ready to proceed.  

One of the most common complaints reported by 
employees who must stay overnight in other cities is 
encountering hotels that refuse to accept checks issued 
by the district to pay for their stays. This can pose a real 
financial hardship for employees, as some may not be able 
to cover the cost themselves out of pocket or wait for the 
district to reimburse them. The HISD Pre-Paid Travel Card 
program was designed to prevent this from happening.

Some Things You Want To Know: 

•   The HISD Pre-Paid Travel Cards are designed to cover 
the cost of the hotel room stay only.  Travelers will still 
have the option of using their own personal credit card 
and request reimbursement. 

•  All travel requests must still be submitted and approved 
through the SAP system. The $300 minimum for  
pre-paid hotel expenditures remains in effect. 

•  The HISD Pre-Paid Travel card will be pre-loaded with 
only the approved amount for hotel room expenditures. 
Any other attempted purchases such as room service, 
restaurants, etc. will be declined.

•  Once travel requests are approved, employees will 
be contacted via email and asked to come to the 
Procurement Services Department, Level 2NE, HMW, 
to pick up a pre-paid travel card and sign the necessary 
paperwork.

•   Travelers are also encouraged to bring along a printed    
    copy of their itinerary for reference.

Travelers will be provided with  
a Travel Packet that includes:

• District’s tax-exempt form 

•  Pre-Authorization letter including the travelers 
name, hotel confirmation number

• Pre-Paid Travel Card User Agreement 

• The Travel Card

•  Travelers will be required to present a driver’s license or 
government-issued ID card at the time of check-in.  

•  Upon return from the trip, travelers are required to 
return the card, along with an itemized hotel bill and 
travel receipts to Accounts Payable within 10 business 
days of completing the trip.

For any additional information, questions, inquires, etc. 
please contact Stuart Stradford, Travel Representative 
in Procurement Services at 713-556-6528 or via email 
at sstradfo@houstonisd.org. For more information 
regarding the travel card program, log on to the HISD 
Portal at www.houstonisd.org and visit the Procurement 
Department website – Employee Content. 
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