Statement of Travel
Guidelines for Completing Form
Listed below are the guidelines for accurately completing and submitting statements of travel.  When the administrators/principals sign the statements of travel, they are ensuring that all data is correct and all pieces of the packet are included.
1. Only original statements of travel will be accepted for reimbursement.  For example, when we receive a copy, preceded or followed by an original, we may not realize that they are the same request for reimbursement.  This may create duplicate payments for the same travel.

2. Statements of travel must be on the proper color of paper.

A. Yellow = in-county travel, only.  This includes travel between the schools, travel to the post office or store, etc.

B. Lime green = travel to conferences, only.
C. Blue = homebound travel, only

3. The conference travel packet must include the following in the order listed below:

A. Statement of Travel on lime green paper.

B. Receipts.

C. Conference and Out-of-County Travel Request Form.

D. Conference and Out-of-County Travel Report Form.

E. An adding-machine tape of expenditures must be stapled to the front upper left-hand corner of the packet.  NOTE:  Only one staple is necessary to secure the entire packet.  Please double check to ensure that all math is correct on the Statement of Travel.
Please remember, when administrators/principals sign the Statement of Travel, they are confirming that all pieces are included and all totals are correct.  Any Statement of Travel that does follow the guidelines will be returned to the employee for correction.  This delay in procedure may prevent an employee from receiving reimbursement in a timely manner.

Your cooperation in ensuring that statements of travel are appropriately completed and submitted is greatly appreciated.
