
JEFFERSON R-VII SCHOOL DISTRICT 
TRAVEL REIMBURSEMENT FORM 

2023-2024 
 

NAME: ________________________________________________________ DATE: ___________________ 
APPROVED BY: ___________________________ ACCOUNT CODE: ________________________ 
 

 
DATE 

 
DESTINATION/MEETING 

 
MILEAGE 

 
LODGING 

 
FOOD 

 

RENTAL 
CAR FEE 

 

GAS 
RECEIPTS 

       
       
       
       
       
       
       
       

 
TOTALS 
  Total Mileage   ___________ **MILEAGE IS ONLY PAID IF THE MEETING IS 
            LESS THAN 150 MILES ROUND TRIP** 

  x Rate (.655)   ___________ 
  Lodging   ___________ 
  Food    ___________ 
  Rental Car Fee  ___________ 
  Gas Receipts   ___________ 
  Miscellaneous*  ___________ 
 
  GRAND TOTAL  ___________ 
 
 
*Itemize All Miscellaneous Expenses Below* 
 
DATE DESCRIPTION EXPENSE 
   
   
   
   

 
 
Superintendent Approval: __________________________________________________________________ 
 
Travel Codes: 
Plattin: 001 1111 6343 4020 00000  PreK: 001 1111 6343 4020 00900  Telegraph: 001 1111 6343 4060 00000 
Danby: 001 1131 6343 3000 00000  JHS: 001 1151 6343 1050 00000  JHS Athletic: 001 1151 6343 1050 00001 
MS Athletic: 001 1131 6343 3000 00101 SE: 001 1221 6343 0000 00000  Food Svc: 001 2561 6343 00000 00000 
Transportation: 001 2552 6343 0000 00000 

 
 

PLEASE ATTACH ORIGINAL COPIES OF RECEIPTS FOR ALL EXPENDITURES 
Updated Jan 31, 2022 


