Staple Here
COLUMBIA PUBLIC SCHOOLS
REV. 07/01/23

TRAVEL EXPENSE VOUCHER

	Name
	     
	
	Purpose of Travel
	     

	CPS ID #
	     
	
	Location
	     

	Building
	     
	
	Dates Attended:
	     
	to
	     
	Purchase Order No.
	     

	**Please read the instructions and guidelines on reverse side before completing form.**
	
	

	
	
	
	
	
	
	
	
	

	TRAVEL

EXPENSES


	MON

Date      

	TUE

Date      

	WED

Date      

	THU

Date      

	FRI

Date      

	SAT

Date      

	SUN

Date      

	TOTAL

EXPENSES



	HOTEL or MOTEL (report by day)
(Original itemized receipts required)
	
     
	
     
	
     
	
     
	
     
	
     
	
     
	
     

	MEALS (report actual by meal):

Breakfast



Lunch



Dinner



TOTAL MEALS


(Receipts not required.  Actual expenses will be paid, not to exceed $35 daily)
	
   
     


+      


+      


=      
	
   
     


+      


+      


=      
	
   
     


+      


+      


=      
	
   
     


+      


+      


=      
	
   
     


+      


+      


=      
	
   
     


+      


+      


=      
	
   
     


+      


+      


=      
	
     

	PUBLIC TRANSPORTATION
(Original receipts required)
	
     
	
     
	
     
	
     
	
     
	
     
	
     
	
     

	PERSONAL VEHICLE EXPENSE

Miles



Total

	       x $.55


=       
	       x $.55


=       
	       x $.55


=       
	       x $.55


=       
	       x $.55


=       
	       x $.55


=       
	       x $.55


=       
	
     

	REGISTRATION
(Original itemized receipts required)
	
     
	
     
	
     
	
     
	
     
	
     
	
     
	
     

	OTHER (Original itemized receipts required)
(NOTE:  Airport parking - Actual expenses not to exceed $9.00 per day)
	
     
	
     
	
     
	
     
	
     
	
     
	
     
	
     


	TOTALS
	$
	     

	Less:  Travel Advance
	$
	     

	DUE:  Employee / District
	$
	     

	                                   (Circle one)
	
	


	ACCOUNT CODE(S)

	Key
	Object
	Amount

	     
     
     
     
     
	     
	
     

	     
     
     
     
     
	     
	
     

	     
     
     
     
     
	     
	
     


I certify that the above expenses were incurred for attending the above-indicated meeting or event.
Signature of Employee

Date

Supervisor

Date

Director of Business Services

Date

INSTRUCTIONS FOR COMPLETING TRAVEL EXPENSE VOUCHER:

1.
Purpose of Travel
Indicate type of meeting attended (convention, workshop, etc.) and sponsoring organization.

2.
Travel Expense
See Reimbursement Guidelines and Allowable Charges for Reimbursement below.

3.
Other Expenses
Must be itemized; attach separate sheet if necessary.

4.
Receipts
Must be attached.  Receipts must be originals (reimbursement cannot be made from copies), and document the purchase, the amount, what was purchased (itemized), date of purchase, and that payment has been made.

5.
Totals
Show totals for the amount paid by employee.  Deduct any travel advance received from amount paid by employee.  If, after subtracting travel advance received from amount paid by employee, the result is:



Positive   -  Circle Due: Employee and enter amount.



Negative  -  Circle Due: District, enter amount, and attach check (must be submitted within 10 days of return from travel).
6.
Account Code
Information instructing the Business Services office of the appropriate budget to be charged must be submitted.

APPLICATION AND REIMBURSEMENT GUIDELINES:
1. All travel must be pre-approved by the immediate supervisor of the employee by completing a Professional Leave Application Form.  
2. All out-of-state travel requires prior approval of the appropriate Assistant Superintendent and Chief Financial Officer/Chief Operations Officer.  

3. All requests for payment of travel expenditures must be submitted within 30 days from date of event by using this Travel Expense Voucher.  Payment will require approval by the supervisor of the employee and the Director of Business Services.

4. The School District shall incur no additional expense as a result of travel by a spouse with an employee.  (Reimbursement shall be made only for expenses incurred by representatives of the Columbia School District).

5. Receipts are required for all expenses, other than meals.

6. If expenses are for employee and other individuals, names of those individuals must be listed.

ALLOWABLE CHARGES FOR REIMBURSEMENT (Subject to any maximum amount pre-approved on the Professional Leave Application Form):
1.
Registration Fees
The full amount of registration fees will be paid.  Receipt must be detailed.
2.
Food
Actual expenditures will be paid, not to exceed $35.00 per day, including gratuities.  Expenses must be reported by meal and cannot be rounded amounts. No payment will be made for the cost of alcoholic beverages.

3.
Lodging
Actual expenditures will be paid, not to exceed the cost of a single room.  (Approved facilities are those where the meeting is being held or accommodations in the area which would reasonably be used by those engaging in such travel).

4.
Transportation
Actual costs will be paid for the most reasonable means of transportation.  If a personal vehicle is used, the approved mileage rate will be paid for round-trip mileage with the total expenditure not to exceed the cost of coach class airline transportation.


                         
Expenses for rental vehicles will not be reimbursed without prior approval of the Director of Business Services.  The District will not assume any liability for damages to rental vehicles under any circumstances.

5.
Parking

Actual airport parking expenses will be paid, not to exceed $9.00 per day.  Original receipts are required.

6.
Incidentals (bus, taxi, tips, etc.)
Actual cost of reasonable incidental expenditures will be paid.  Such expenditures must be listed on the Travel Expense Voucher.  Original receipts are required.

