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PERSONNEL SERVICES REQUEST (PSR) 

What is the purpose of a PSR and when should one 
be completed? 

 

• A PSR is the official way for you to request 
approval for staffing changes at your site. 
 

• A PSR allows for proper budget alignment of your 
staffing expenses. 

 
• A PSR is required for both temporary changes 

(extra hours, substitutes) and long-term changes, 
such as an increase or decrease in staffing needs. 
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PSR:  PERSONNEL SERVICES REQUEST 

Used for: 
 

 Certificated Extra-Duty 

 Certificated Substitute 

 Classified Extra Hours 

 Classified Substitute 

 Other (Ex: AVID Tutors) 
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When does a PSR need to be 
completed?  
 

Anytime there is any change  
to a position at your site... 

 
A new position is being requested 
 A vacant position needs to be filled 
  Hours increase for a position 
   Hours decrease for a position 
    A position is eliminated 
     Position funding changes 

 

PSR-POSITION:  REQUEST FOR POSITION 
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Originator 

Site or Department completes and routes forward  

Fiscal Services 

Reviews account codes, funding, and budget 

Approvers 

Review and Approve 

Personnel Services 

Fills personnel needs and /or prepares Board Agenda Item 

PSR ROUTING PROCESS 



PSR TOOLS 

 

 Site Rosters 

 Salary Calculator 

 Frequently Used Account Codes 

 Blanket Statements 
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COMMON ERRORS WITH PSRs 

Common reasons for PSRs being rejected include: 
 

 Lack of Budget – Do not route a PSR for approval before 
submitting a budget transfer (not required for vacancies). 

 
 Incomplete information – All PSR’s MUST have a salary 

and benefit cost (not required for position PSRs). 
 
 Incorrect Account Number – Please refer to  

updated, correct account numbers, as this  
determines how your PSR will route.  
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The “New and Improved” B-40/B-20 
 

ELECTRONIC TRAVEL REQUEST 
FORM (TRV) 
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Log into Smartetools 
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Select the ‘Personnel’ icon to get to the Travel Request area 
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To create a TRV, first select the Travel Req icon 

14 



Next, click ‘New’  
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Create your TRV by filling in all fields, not just those in red 

If sub needed 

If using Categorical funding, list Justification here 

FOR PERSONNEL USE 

To verify qualifying meals 

RUSD Bus 
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List estimated expenses and method of payment 
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Select account number(s) to be charged in the ‘Travel/Conference Accounts’ chart, along with 

corresponding costs. 

** Remember to list substitute cost as a line 

item under ‘Estimated Expenses’ and enter 

cost in the PO/Sub Amount column  

** 
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Check ‘Cost Summary’ for accuracy 
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Review all data and click “Save.”  Attach a copy of flyer/brochure if available.  Print a copy of the TRV to 

give to attendee, so he/she will know what is pre-approved for reimbursement.  Be sure correct approver 

is selected and click “Go” to route the Travel Request to the next approver 
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Originator 

Site or Department completes and routes forward  

Fiscal Services 

Reviews account codes, funding, and budget 

Approvers 

Review and Approve 

Personnel Services 
Reviews/Approves/Checks for subs and routes back to Originator for processing (Travel Approved-Awaiting Receipts) 

TRV ROUTING PROCESS 
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Once employee returns, search for Travel Request by TRV #, and select 

1 

2 

3 
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Fill out ‘Actual Expenses’ section by selecting the ‘Edit’ button, then…… 
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….fill in expenses, where applicable, using receipts given to you by attendee.  Choose the last 

date of expense, if it spans more than 1 day. 
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If you try to claim more than the pre-approved amount for meals, you will receive the error message shown below. 
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Double check your entries for accuracy and click ‘Save.’ Make sure ‘Total Expenses’ section looks correct, 

print a copy, and route to next approver (Accounts Payable) to start the reimbursement process.   



27 



28 

**Remember:  Have attendee sign the copy you printed and send to Fiscal with all original receipts and back-up 
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• Brochure, flyer, or registration form that includes name, address, dates 

of conference, and what's included (e.g. meals) 

 

• Original itemized receipts for your OWN meals, parking, shuttle, etc. 

 

• If claiming mileage, you need Proof of Insurance for dates of conference 

& B-61 form on file with Accounts Payable or submit with back-up 

 

• Worksite of person being reimbursed on TRV must be listed - this is 

where the reimbursement will be sent!   

 

• Reimbursements are sent to employee via pony, not on payroll check 

TRV REIMBURSEMENT REQUIREMENTS 
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 Guidelines for Meal Reimbursements 
 

(AR 3350) Meal reimbursements shall be limited to a maximum of $15.00 for breakfast, $15.00 for lunch, 

and $30.00 for dinner, for a maximum of $60 per day, or a total cost of conference meals that are included 

in the conference package.  Tip/gratuities are not to exceed 15% of the meal cost.  Alcoholic beverages 

will not be reimbursed.  Groceries purchased in lieu of a meal will not be reimbursed.  Original itemized 

receipts must be submitted for reimbursement.  If a conference includes meals as part of its registration, a 

meal reimbursement cannot be claimed. 

  

 

Meals may be claimed based on the following timeframes for trips more than 24 hours: 

  

First day of travel: 

  

Trip begins at or before 6:00 a.m., breakfast may be claimed 

  

Trip begins at or before 11:00 a.m., lunch may be claimed 

  

Trip begins at or before 5:00 p.m., dinner may be claimed 
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Guidelines for Meal Reimbursements (cont.) 
 

Last day of travel (after 24 hours): 

  

Trip ends at or after 8:00 a.m., breakfast may be claimed 

  

Trip ends at or after 2:00 p.m., lunch may be claimed 

  

Trip ends at or after 7:00 p.m., dinner may be claimed 

 

 

 

Meals may be claimed based on the following timeframes for trips LESS than 24 hours: 

  

Trip begins at or before 6:00 a.m. and ends after 9:00 a.m., breakfast may be claimed 

  

Trip begins at or before 11:00 a.m. and ends after 2:00 p.m., lunch may be claimed 
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Once Accounts Payable has processed your TRV for reimbursement, 
you will receive an email similar to the one shown below: 

-----Original Message----- 
From: Smartetools Automated E mail -DO NOT REPLY 
[mailto:smartetools@rialto.k12.ca.us]  
Sent: Monday, October 17, 2016 11:14 AM 
To: DEBRA BLEEKER 
Subject: Travel Requisition Processed 
  
Dear Debra, 
  
The Travel Requisition: TRV170364 was processed on 10/17/2016 11:14. 
  
  
Please do not reply to this email. If you have any questions please email or call 
the Personnel department. 

 

mailto:smartetools@rialto.k12.ca.us


PSR’s:  To approve and generate substitute coverage.   
Create a PSR for your substitute request if no registration fee, no mileage, no meals….nothing but 

substitute coverage will be needed for a conference/workshop/training.  DO NOT create a TRV. 

PSR’s route through the same approvers as TRV’s, which means the reason for the substitute coverage 

is being approved.  It would be double work to create a PSR and a TRV, if the need is only for a 

substitute. 

 

 

TRV’s:  For approval of conferences/workshops/trainings and all related expenditures.   
Complete a TRV for ALL expenses tied to conferences/workshops/trainings, even if the only expense 

will be mileage (use object code 5200).  If an employee attends a conference/workshop/training and for 

whatever reason only claims mileage, this mileage expense should be on a TRV and paid to a 5200 

object code.  Employees need approval to attend conferences, which the TRV is supposed to provide 

beforehand, and object code 5200 represents all costs associated with the conference. 

  

PSR & TRV Other Info 
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Both a PSR & a TRV:   
You must create both a PSR and a TRV, if you will be requesting substitute coverage along with 

other expenses.  The PSR is the approval for payroll to pay the substitute assigned.  The TRV is 

the approval for the employee to attend the conference.  Complete the PSR cell on the TRV with 

your PSR number so Personnel will know you’ve already requested a substitute. 

Personnel will complete the AESOP cell on the TRV once the conference is approved by the Lead 

Personnel Agent.  Leave this cell blank. 

  

Further Clarification: 
Complete a mileage card for all other mileage as done in the past, coding to a 5210 object 

code.  Example – traveling between multiple school sites for various meetings. 

You may electronically attach copies of your receipts and other documents when completing a TRV, 

but must still send original receipts to Fiscal with the signed TRV. 

 

If a PSR or TRV has been approved and the approved individual cannot attend, you must create 

another PSR or TRV if you want to substitute one employee for another.  This is the only way 

another individual can be approved or reimbursed.  In the notes section, please state who will be 

replacing whom, reference the original PSR/TRV #, and state whether or not additional budget is 

required.  Once a PSR/TRV has gone through the approval process, it cannot be edited or modified.   
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ANY QUESTIONS? 
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