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SCHEDULE OF LOCAL TRAVEL PAID (CTE)
GENERAL INSTRUCTIONS:

Only travel that is essential/required/necessary as part of your job as a Career-Technical Educator is eligible for reimbursement.


This travel reimbursement form must be used.  Please destroy all others in stock.
Travel is due in the CTE Administrative Office no later than the seventh (7th) of each month (next business day if the 7th falls on a weekend or holiday) for the previous month.  Otherwise it may not be reimbursed.  Be aware of the mail schedules from your school to the Career Center in getting your travel form to us by the due date; use the Career Center bus drivers in a deadline emergency (you may not claim travel to bring the form to us).

Your local travel begins with where you report to first in the morning and ends with your last stop in the afternoon.  You cannot begin or end your travel at your home.

Out of town travel (where you do not go to your home base prior to leaving) mileage is the shorter of the distance from where you leave or your home base to your destination.

Correction fluid (white out) cannot be used - should you make a mistake please line through it once and initial.

Complete in ink or word processing and sign in ink.  The electronic file (Word) is located on the CTE website under the ‘Forms and Publications’ section.

Please double check for accuracy.


Keep a signed copy until you receive your check.


CAREER-TECHNICAL EDUCATION


ACTIVITY BUS REIMBURSEMENT
GENERAL INSTRUCTIONS:

Only field trips that are essential/required/necessary as part of your job as a Career-Technical Educator are eligible for reimbursement.

This activity bus reimbursement form must be used for all buses that are requested from the individual schools.

In order for field trip travel to be reimbursed to the school, a prior approval must be submitted two weeks prior to the field trip.  The activity bus reimbursement form must be attached to the completed prior approval in order for payment to be issued.


Complete and sign in ink.


Please double check for accuracy.


Keep a signed copy for reference.


Re: Public Schools of Robeson County Activity Bus & Mini Bus Request
Only field trips that are essential/required/necessary as part of your job as a Career-Technical Educator are eligible for reimbursement.

PSRC central office forms must be used for all activity and mini buses that are requested from central office.

In order for field trip travel to be reimbursed to the school, a prior approval must be submitted two weeks prior to the field trip.  The central office activity bus reimbursement form must be attached to the completed prior approval in order for payment to be issued.


Complete and sign in ink.


Please double check for accuracy.


Keep a signed copy for reference.

