
                            MONTHLY EXPENSE VOUCHER 
2019-2020 

 
NAME: _______________________________ For the Month of ____________ 
 
 

DATE Place Visited (List Conference/Workshop Attended) 
**Attach copy of Workshop(s) Agenda or Certificate 
of Attendance 

Miles IRS 
Rate/Mile 

.58 

MOTEL Meals - 
Itemized 

ticket 
required 

Other Total 

        

        

        

        

        

        

        

        

        

        

        

        

        

        

        

        

        

        

        
 
 
___________________________________ ___________ 
(Signature)                                        (Date) Total 
 

 
 
 
 



 
CHISHOLM PUBLIC SCHOOLS 

TRAVEL EXPENSE REIMBURSEMENT PROCEDURES 

Staff members wishing to attend a conference, convention or workshop must obtain a meeting request from their building Principal or staff development 
chairperson. The request will be submitted to the appropriate approving officer. If approved the approving officer will identify the funding source for the 
expenses, i.e. (Goals 2000, Title etc.). Meeting request must be signed by the Superintendent prior to final approval for transportation and accommodations. 
Oklahoma Statutes authorize payment for legitimate documented travel expenses for school district employees attending conventions and workshops. 
These statutes and Chisholm Public Schools policies and regulations also allow registrations for meeting; airline travel, room accommodations and other 
travel related items to be arranged directly by the District by purchase order. However, it is unlawful for the District to make payment (issue warrant) for any 
goods or services that have not been received. Due to these statutory restrictions the following additional guidelines are necessary: 

A. Chisholm Public Schools will issue purchase orders for registration, room reservations and air transportation for emptoyees and board 
members making arrangements to attend approved (refer to Step 1) workshops, seminars or conventions. 

B. Employees will submit Purchase Order Requests to each vendor for which the District is to directly pay travel expenses. Please obtain 
accurate pricing to be included on Purchase Order Requests and verify that vendors will accept purchase orders for their services. 

C. The District will pay for services received upon receipt of itemized invoices. We witl not pre-pay any services, reservations or transportation 
costs. 

D. If vendors will not accept purchase orders with payment after services are rendered, then the employee must make his/her own 
arrangements to pay these costs directly and file for reimbursement after the trip is complete. 

2.                Once any District travel arrangements are made through the office of the Superintendent, purchase order requests for these arrangements and the 
expense claim estimate must be turned into the financial secretary's office. Funds are then encumbered for all expenses. (NOTE: A purchase order number will 
be placed on the Purchase Order form verifying that funds are encumbered to pay these expenses. Claimants must fill out and return Expense Claim form after 
travel is complete.) 

3.                Upon return from the convention meeting, the staff member completes the Expense Claim provided by the authorizing officer. Receipts, signed and 
dated by the employee, should be grouped into the various categories shown on the form and attached to the claim form. Claim form must be signed and dated. 

4.                The Expense Claim form, with receipts attached, is submitted to the approving officer for review. After review, the approving officer will authorize the 
expense claim and submit to the Superintendent for payment. 

5.                Expense claims are approved for payment by the Chisholm Board of Education and warrants will be delivered to claimant as soon as possible. 

SCHEDULE OF REIMBURSABLE 

TRAVEL EXPENSES 

AIRFARE 
Round trip Coach Rate Airfare from Oklahoma City, Tulsa or Wichita to the conference city. Travel plans shoufd be made as far in advance as possible in 
order to take advantage of discount rates. 

MILEAGE 
It shall be the policy of Chisholm Public Schools that mileage reimbursement for school personnel will be calculated using the following mileage chart. 
Mileage claimed is to be documented on the claim form by listing the location of travel and the number of allowable mites from the approved chart. 
Should there be a location for reimbursable mileage not listed on the chart, claimant must file odometer readings for each trip. Toll fees and parking fees 
are reimbursable with receipts. Gasoline and/or diesel expenditures wili not be reimbursed unless said fuel is put directly into a school vehicle and 
claimant has a signed, dated, documented receipt of purchase. Mileage claims will be reimbursed at the amount agreed upon in the negotiated 
agreement. 

PER DIEM 
Meats are reimbursable with itemized receipts [70 0.S. 5-135(E)]. Meal receipts for reimbursement must be issued b the Vendor showing: Vendor 
name, address and telephone number, date, amount and itemized description of food and beverage items purchased. Charge card receipts alone with 
only total cost shown are not adequate documentation. Purchase of alcoholic beverages will not be reimbursed. The maximum amount allowed per day 
is thirty-five dollars ($35.00). 

** Miscellaneous expenses such as tips or baggage handling will not be reimbursed. 

   Adopted: Chisholm Board of Education - Board Policy 8/20/2008 

 


