TRAVEL CLAIM FORM
PROCEDURES
Travel is for agency related business only. 

Travel will not be paid from home to work.

Travel for college classes must be recorded on a separate travel form. 

Be conservative with travel, as there are limited funds for reimbursement of travel expenses.

The form must be completed in ink. If changes are made, please cross out, and initial. Never use white-out.

Incomplete or incorrect travel claims will be returned to the employee for corrections. 

1. Fill in month. A separate travel claim must be completed for each month. 

2. Fill in position and home office or center where you are employed.

3. Fill in complete name and correct mailing address. 

4. List the date traveled.

5. State the town or city visited.

6. State a short specific purpose for the travel. Be sure the travel is job related and is necessary.

7. Record both beginning and ending odometer readings.

8. Compute the total miles. 

9. Sign the travel claim.

10. Double check your addition and subtraction for accuracy before submitting.

11. Forward travel claim to the fiscal office by the 5th of the following month for prompt reimbursement. 

