
1.  The travel form has an area for the first and last day of travel.  This must be 

filled out for those days.  You will choose 28.00 or 36.00 then the form will 

calculate your meal allowance for those days.  If a meal is provided on the first 

or last day of travel by the conference, please enter that allowance in column 

“Total cost of any meals provided on travel days”.  It will be deducted from the 

meal allowance for that travel day. 

2. For all other days on your trip, enter the allowable amounts for your meals.  

Remember, if a meal is provided by the conference you are not allowed to 

claim an expense for that meal. 

3. Each travel day MUST be on a separate line.  All meals and hotel expenses must 

be by the day and not totaled. 

4. The “Odometer Reading Begin and End” column is where you will enter the 

beginning miles on the top line and the ending miles on the bottom.  You may 

complete this as total miles in the trip or a daily mileage, whichever you prefer. 

5. If an amount is entered in “Other Expense (Explain)”, please write an 

explanation in the “From/To Purpose of Trip“ column.   “Other Expense 

(Explain)” column is for numbers only.  It will not calculate correctly if letters 

are entered. 

6. All travel forms should be submitted within five (5) days of travel.  All travel 

should be received by Ms. Allen by the 5th of the month to be processed for 

payment that month.  

7. All travel forms should be computer generated – NO handwritten forms. 

8. Ms. Allen uses ESS to verify travel has been approved and which funding source 

will be charged.  The Principal/Director should circle the funding source on the 

travel form.  All travel including weekends, summer and after school hours 

should be entered in ESS. 

9. An agenda of the meeting attended must be attached with the meeting 

attended circled. 

10. Hotel/Motel tax exemption form is available on the website and must be 

used: https://www.charlton.k12.ga.us/o/charlton-county/page/finance-payroll   

https://www.charlton.k12.ga.us/o/charlton-county/page/finance-payroll

