2025-2026 Travel Log Form Directions

Enter employee name

Enter name of conference/meeting

Enter name of destination

Enter dates and actual time of departure/arrival. This must be entered in the following format: 1:00 PM
(with a space after the minute, before the AM/PM). If this is entered incorrectly, you will see an error.

PwnNPRE

Incorrect Time Format:

Hatcl Valley Public Schools Employee Travel Log
TRAVEL REIMBURSEMENT WORKSHEET - ACTUAL EXPENSES IN LIEU OF PER DIEM RATES

I EMPLOYEE: Sheila Offutt

REIM PO #: 2 times entered
1. CONFERENCE ¢ MTG NMASBO Winter Conf. 204 Visa
DESTINATION: Albuquerque, NM H H
Date (from) Tinre{From) Date (To) Time (To) FUND: mcorreCtly result in
DATES OF TRAVEL: 2/14/2024 ( 230PM TO 2/16/2024 630PM rect formatincares \ incorrect f ormat error
IIT REIMBURSEMENT CALCULATION
MEALS note.
LIST FULL 24-HOUR PERIODS (EXCLUDING EXTENDED STAY FOR PERSONAL REASONS): IN-STATE
Day / Date (From) Time (From) Date [To) Time (To) Davs Rate MAX Allowed
1 2142024 2:30PM 27152024 2:30PM 1 §59 §59.00
1 2152024 2:308M 2162024 2:30BM 1 $59 859.00
3 0 8§59 $0.00
4 o 859 $0.00
5 0 8§59 $0.00
] 0 8§59 $0.00
7 0 8§59 $0.00
ITEMIZED RECEIPTS (B=Breakfast L=Lunch D=Dinner)
ACTUAL OUT-OF-POCKET RECEIPTS 2y
| Receipt 1 eceipt 2 Receipt 3 Total Receipts MAX Reimb (-‘-\a\ D
PERIOD 1 50.00 $0.00 Pa e(\‘t
PERIOD 2 $0.00 $0.00 Uy e
PERIOD 3 $0.00 $0.00 X e‘\m‘o
PERIOD 4 50.00 $0.00 A\ not
PERIOD 5 50.00 $0.00 \N\\
PERIOD 6 $0.00 $0.00
PERIOD 7 50.00 $0.00 p\)\ate
Total Receipts: : — S0y
SELECT PARTIAL D.-!MOD/ Date Time (From] Time (Tol Hours m\ MAX Reimb
< 2 Hours / - 80 $0.00
2to <6 Hours N\ N $20 $0.00
6 to <12 Hours _ [ $0.00
12 Hours + §50 $0.00
Partial Day is Per-Diem so no "Out-of—-Pocket” receipts $0.00 $0.00 |
Hatch Valley Public Schools Employee Travel Log
TRAVEL REIMBURSEMENT WORKSHEET - ACTUAL EXPENSES IN LIEU OF PER DIEM RATES 1 time entered
I.  EMPLOYEE: Sheila Offutt
REIM PO #:
Il CONFERENCE ¢ MTE NMASBO Winter Conf. BOA Wisa incorrectly result in
DESTINATION: Albuguerque, NM
Date (from) Time (From) Date (To) ma} FUND: |ncorrect format error
DATES OF TRAVEL: 2/14/2024 230 PM TO 2/16/2024 ( 630PM Incorect format)
IIT REIMBURSEMENT CALCULATION note.
MEALS
LIST FULL 24-HOUR PERIODS (EXCLUDING EXTENDED STAY FOR PERSONAL REASONS): IN-STATE
Day /Date [From) Time (From) Date [To) Time [Tol Days Rate MAX Allowed
1 21412024 230 PM 21512024 2:30 PM 1 859 §59.00
2 0 859 $0.00
3 AN 0 859 50.00
4 N 0 850 S0.00
5 0 859 $0.00
] HH 0 859 $0.00
7 0 859 $0.00
ITEMIZED RECEIPTS (B=Breakfast L=Lunch D=Dinner)
ACTUAL OUT-OF-POCKET RECEIPTS D ail
| Receipt 1 Receipt 2 Receipt 3 Total Receipts| | MAX Reimb . y
PERIOD 1 50.00 $0.00 relrnbu
PERIOD 2 50.00 $0.00 rsement
PERIOD 3 $0.00 $0.00 .
PERIOD 4 $0.00 $0.00 pef‘l()ds are
PERIOD 5 30.00 $0.00 I
PERIOD 6 $0.00 $0.00 hco rre ct
PERIOD 7 30.00 $0.00
[Total Receipts: $0.00 S0.00 $0.00
SELECT PARTIAL DAY PERIOD Date Time (From) Time [To) Hours Rate MAX Reimb
<2 Hours - s0 $0.00
2 to € 6 Hours - s20 $0.00
6 to <12 Hours 201612024 2:30 PM 6:30PM 9.50 842 §42.00
12 Hours + - 850 $0.00
Partial Day is Per-Diem so no "Out—of-Pocket™ receipts $42.00 £42.00




Correct Time Format:

Hatch Valley Public Schooels Employee Travel Log
TRAVEL REIMBURSEMENT WORKSHEET - ACTUAL EXPENSES IN LIEU OF PER DIEM RATES

L_|EMPLOVEE: ok e REIMPO# 240009 9091
I CONFERENCE { MTG NMASBO Winter Conf. BOA Visa
DESTINATION: Albuquerque, NM
Date (from) Time (From) Date (To) Ti 0] FUND: . 11000.2500.53330.0000.018000
DATES OF TRAVEL: 2132024 230PM TO 2162024  (30PM Thp error isgonet
! | TIT REINMBURSEMENT CALCULATION
H MEALS
1 LIST FULL 24-HOUR PERIODS (EXCLUDING EXTENDED STAY FOR PERSONAL REASONS)- IN_STATE
3 Day / Date (From) Time (From) Date (Ta) Time [To) Days Rate MAX Allowed
3 1 2152024 2:30 PM 2142024 2:30 P 1 859 $59.00
7 2 21142024 2:30 PM 2/15/2024 2:30 PM 1 859 $59.00
3 3 2152024 2:30 BM 2/16/2024 2:30 PM 1 59 $59.00
) 1 0 S50 $0.00
) 5 0 859 $0.00
I 6 0 850 $0.00
! 7 0 $59 $0.00
}

ITEMIZED RECEIPTS (B=Breakfast L=Lunch D=Dinner)

5. Enter Reimbursement PO # and last 4 digits of the credit card used for the hotel, and the fund code from
the File Copy of your PO. The school site secretary should have this information.

Haich Valley Public Schools Emplayee Travel Log
TRAVEL REDVBURSEMENT WORKSHEET - ACTUAL EXPENSES IN LIEU OF PER. DIEM EATRS

x| ERREVEE ol Offed fmapos 240000 0001
. CONFERENCE ¢ MTG NMASBO Winter Conf. TR Visa
DESTINATION: Albuguerque, NAM
Dare (from) Time (From) Date (To) Time (To) \wm.sz.jssmm.
DATES OF TRAVEL: 2132024 230 PM TO /162024 3:30 PM

6. Meal reimbursements will auto populate. You do not need to turn in receipts.



7. Enter PO number in the yellow boxes and amounts charged to school BOA card in tan boxes, when
applicable and provide copies of all receipts and registration confirmation and certificates of
attendance, agendas, name badges, etc. as outlined on Travel Agreement.

Refer to SEFAB Manual-of-Procedures-PSABE PSAB0 Traiming-Travel and Travel & Per Diem Act NM Per Diem Rates pubhished 5/1/2021 I

Bank of America P- Card Chargez I

| Out-of-Pocket Receipts |

LODGING PO#| 240057 | | § 47583 | $ -]
TRANSPORTATION:
Airfare | | $0.00
BusShuttla Taxi 30,00
CarRental | | | $0.00
Pearsonal Vehicle (map mileage) Only if School Vehicle was vnavailable. 80.66 50,00
MILES
[ TOTAL TRANSPORTATION $0.00 |
OTHER TRAVEL EXPENSES:
Parking 50,00
Registration Faes| 240001 | |s  sssoo $0.00
Other (List) S0.00
| TOTAL OTHER TRAVEL EXPENSES $0.00 |
| TOTAL REIMBURSEMENT REQUEST $67.57 |
NOTES:
[V.TOTAL REIMBURSEMENT TO EMPLOYEE $67.57
V. CHARGE SUMMARY (FINANCE USE ONLY)
Total P-CARD CHARGES $370.83 EMPLOYEE REIMBURSEMENT $67.57
Azenda? YES O Travel Total CHECE # DATE
Folin? YER NO 5938 40
FINANCE
SUPERINTENDENT:
ENPLOYEE: Datz Dats

Fiannie om0 M0 25200 20 v 35 A0 iR SaRneeEan vt Jahonrinad
sehoot b and hat tha abowa stataments ans inse and oaunant henaof
Aaxaotbasn racaied fosnki hat no steobhol v as precharad vl aow finds

AT Ao e radmidy emamane

#By signing above, the Finance Dept’ Superintendent approves
travel per diem reimbrrsement payment to Emploves as calculated
by Travel Form Few, 02132024 JE



8. Print document to PDF:
Click File
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9. Sign/date via Adobe and send to Sheila Offutt for Approval via Adobe.

a.

Open file location to open your pdf in Adobe.

NOTE: You may add pages to the Travel log before sending for signatures. Steps to do this:

1)
2)
3)

Click Organize pages.

Open Adobe File. Click Edit.

files such as a scanned copy of receipts, agenda, badge, hotel folio, etc.

4)
5)
6)

Click Save.

Click on the X to close the Organize pages window.

Proceed with e-signature steps below.

Cancel

In another window, open the file location (My Documents) and drag/drop the additional

'r



b. Click e-Sign

= menu ¢y Y 20242025 TravelLogF. X | + Create

Alltools  Edit CDI'IVE

Hate
TRAVEL REIMBURSEME

L EMPLOYEE: Sheila Offutt
@‘ o E/MTG: NMASBO Winter Conf.
DESTINATION: Albuguergue, NM
2, Date (from) _ Tame (Fron
DATES OF TRAVEL: 2/13/2024 2:30 PM
G" 1. REIMBURSEMENT CALCULATION
MEALS
¥ LIST FULL 24-HOUR PERIODS (EXCLUDING EXTE
(=) Dav ! Date (From Time grron
1 21372024 2:30PM
a b 211472024 2:30PM
“ 3 21572024 2:30PM
4
& 5
ITEMIZED RECEIPTS (B=Breakfast L=Lunch D=Di
ACTUAL OUT-OF-POCKET
[ Receipt1 Receipt 2
PERIOD 1 DS 2035
PERIOD 2 DS 3057
PERIOD 3 L|s 1625
PERIOD 4
PERIOD 3

c. If signing for yourself, click the signature. If sending to another employee to sign, click Request
e-signatures.

= menw  {y Y7 20242025 TevellogF. X | + Create

Alltocls  Edit  Convert  E-Sign

o ’ I

GET E-SIGNATURES FAST

:
:

2,| To send for signatures,

2} Request e-signatures
DATES OF TRAVE

C|iCk here TIL REIMBURSEN

MEALS
LIST FULL 24-
Da

Send this document to anyone to e-
sign online in 3 easy steps

FILL AND SIGN YOURSELF

o D E A~ o ¥

3o e e b

ITEMIZED RE

1w

PERIOD 1
PERIOD 2
PERIOD 3

lick and drag to insert your own PERIOD 4

After signing, you can create a read—ors; PERIOD 5
certified copy with an audit trail. . PERIOD 6
signature PERIOD 7
Save  certified copy Total Receipt
SELECT PART
2 Hours
20 = 6 Hou

d. Type the email addresses of the intended recipients, and enter message if needed. Click Specify
where to sign

Add initials

Add recipients to e-sign this document

Enter addresses (using personal

Q « soffutt@hatchschools net

Get e-signatures faster than email

422 ~ sheilalynnT7@gmail.com email for illustration purposes

only)

Recipients sign in minutes. No file
printing or scanning required.

Add Cc

A q . 2024-2025 Travel Log Form SHEILA NMASBO WINTER 2024
Recipients receive an email link to sign

online for free without downloading
5 Acrobat. Please review and sign this document.

Documents are signed fast and securely.

— More Options A )
Click to continue
Your file will be uploaded for e-signing. Anyone you share the link with can view
B See how it works [ the file



e. Click and Drag “Signature” to the location where the signature should be entered.

P D & a0 [ M O ene | Sy v

f.  Click “Signer Info Fields” and Click and Drag “Date” and any other relevant fields to the correct
Location on the document.

S () fr mersTmelogh x| 4 Cmes
Request e-signatures -

WD) Advanced editing o=

S o e by

aeamons

I <t O (e}
{uner)

Data Fields v

Tansaction Fields

g. Click the drop-down button on the Recipients list and choose second (or third, etc.) recipient,
and follow above steps. Click SEND (Bottom Left of screen)

Request e-signatures e

B0+ O j2 & S = 0 B O tesoewrms | oser v

St O (e}
Signer)

W shetalynnT7dgmai com

Data Fields. v

Transaction Fields

omeb o o B ey e
i A — Fom

et Fids

Sign, then Send
' ®

h. Click Close. Signers should receive an email to sign.



10. If you have not received the signed PDF back, you can log into Adobe via your Gmail account and send a
reminder to the signer, or cancel if the PDF is no longer needed. Click on the file pending a signature,
then additional options will appear on the right:

3 Adobe AcrobstSign  Home  Send  Manage  Account (Ol ]

Your agreements Y fmes | Q 2024:2025 Travel Log Form SHEILA
NMASBO WINTER 2024

In progress Status: Out for Signature

n progress (4)

11. Submit all paperwork to Tarina Bothma (cbothma@hatchschools.net) in AP for payment.



