
OUT-OF-TOWN TRAVEL EXPENSE REIMBURSEMENT VOUCHER


For audit purposes, provide one voucher per conference/training. 


	DATE
	TRAVEL PERFORMED FROM POINT OF ORIGIN TO DESTINATION
	PURPOSE OR REASON 

(NAME OF CONFERENCE/TRAINING)
	HOUR OF DEPARTURE 

& RETURN
	 MEALS
	AUTO MILEAGE CLAIMED
	INCIDENTAL EXPENSES

AMOUNT               TYPE
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	                   M
	
	
	
	

	
	
	
	                   M
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	                   M
	
	
	
	

	
	
	
	                   M
	
	
	
	

	
	
	
	                   M
	
	
	
	

	Attach supporting Google Maps search for mileage claimed.
Car rental receipts must accompany travel voucher.

All airline travel must have a boarding pass submitted with travel voucher.
Breakfast-$6-When travel begins before 6am & extends beyond 8am.

Lunch-$11-When travel begins before 12 noon & extends beyond 2pm.

Dinner-$19-When travel begins before 6pm & extends beyond 8pm.

	_________MI

@44.5% MI

$__________
	$________
	GRAND

TOTAL

$_________



I hereby certify or affirm that this travel claim is true and correct in every material matter; that the expenses were actually incurred by the undersigned as necessary travel expenses in the performance of my official duties; and that same conforms in every respect with the requirements of Section 112.061, Florida Statutes.

Printed Name Payee ________________________________________________
Emp ID   # ___________________Site_________________

Payee Address _____________________________________________________
City, State, Zip ________________________________________

Signed Name Payee ________________________________________________
Approved by __________________________ Date____________
                                                                                                                                              Superintendent’s signature _______________________________

Date ____________________________________________________________
Date ________________________________________________


	Fund
	Function
	Object
	Center
	Project
	Program

	
	
	3300
	
	
	

	
	
	3300
	
	
	



Gadsden County School Board, 35 Martin Luther King Jr. Blvd., Quincy, Florida 32351

