
 
Amite County School District  

Travel Checklist 
              ​ ​  

Funding Source  
⬜​ Title I​ ​ ​ ​ ​ ​ ​ ​ ​  

⬜​ Title II  

⬜​ District 
 

Location of Staff Member  
⬜​ District 

⬜​ ACHS ​ ​ ​ ​  

⬜​ ACMS  

⬜​ ACES 

⬜​ ACCTC 
 

⬜ Completed Before Form with: 
​Registration Confirmation 

​Mileage Map from ACSD to Conference Location (Miles rounded to the nearest whole mile.) 

​Hotel Reservation Confirmation (if applicable) 

​Leave Form 

​EMPLOYEE PROFESSIONAL TRAVEL JUSTIFICATION FORM 

⬜  Supervisor signed Before Form. 

⬜  Superintendent signed Before Form. 

⬜  Completed After Form with: 
​Hotel Receipt* with zero balance (if applicable)  

​Other Receipts for allowable expenses  

​Copy of proof of attendance (agenda and name tag or CEU certificate)  

⬜  Expenditure reimbursement to staff member (after board approval) 


