LEWISTOWN PUBLIC SCHOOLS
TRAVEL REIMBURSEMENT CLAIM FORM

NAME ADDRESS DATE

Home PO Box or Street & City

Before leaving complete a Purchase Authorization for approval of purchases with a PO or the school’s credit card. Also refer to the LPS
Travel Reimbursement Information sheet. Complete all information below immediately upon return from your trip with amounts to be
reimbursed, attach an event itinerary and return the signed original to your BUILDING ADMINISTRATOR PLEASE STAPLE ALL RECEIPTS.

CONFERENCE/MEETING: LOCATION:
Departure: Date: Time: |:| A.M.l:.l P.M.
Return: Date: Time: (1 am[] em.

1. School Transportation: (Receipts Required) Only use the Exxon or Conoco fuel credit cards provided in the vehicle.
Was a school vehicle available on district website? [] Yes[JNo (http://www.lewistown.k12.mt.us)
Did you reserve a vehicle on district website? O Yes[ONo  Driver's Name:

Other Transportation: (Receipts Required) State rates are $ 0.32 if a school vehicle is available or $ 0.655 if not.

O Auto: X /mile = § Auto Reimbursement $
(Distance) (Rate)
O Airline: (attach proof of airline cost) Airline Reimbursement $
Requisition #/P. O. # Amount: $ School Credit Card Used? |:|Yes |:|No
27 Lodging: (Receipts Required) Name of Hotel:
Requisition #/P. O. # Amount: $ School Credit Card Used? |:|Yes |:|N0
OR__
Number of Nights: Rate =3 Lodging Reimbursement $
Maximum Reimbursement: In-State: Reimbursed at Current State Rate

Out-of-State: Reimbursement at Out-of-State Rate

3.” Meals: Requisition #/P. O. # Amount: $ Meal Reimbursement $
In-State Reimbursement # Meals Out-of-State Reimbursment # M eals
Breakfast (§ 7.50) - Breakfast  (§13.00) _ | school District credit
Lunch ($ 8.50) - Lunch ($14.00) L cards are not to be
Dinner ($ 14.50) L Dinner ($23.00) L used for meals.
4. Registration Fee: (Attach Copy of Registration Forms) Registration Reimbursement $
Requisition #/P. O. # Amount: $ School Credit Card Used? |:|Yes |:|N0
5. Other Expenses: (Receipts required for $5.00 or more) Other Expense Reimbursement $
List: (Taxi, Parking, Bus, etc.)
Requisition #/P. O. # Amount: $ School Credit Card Used? |:|Yes |:|No

EMPLOYEE TRAVEL REIMBURSEMENT  $
LAST FOUR (4) DIGITS OF SCHOOL CREDIT CARD USED -

Claimant's Signature Position Date

Building Administrator’s Signature Date

ADMINISTRATOR: PLEASE COMPLETE BUDGET CODE INFO BELOW & SEND TO CHRIS GOBBLE, LINCOLN BLDG

ADDITIONAL COMMENTS BUDGET CODE/DESCRIPTION

Budget Codes for Travel:



Lewistown Public Schools
School Vehicles
SCHOOL VEHICLES

A.  School vehicles are to be used when available.  Two weeks before you plan to travel request a school vehicle on the District website from a school computer (http://www.lewistown.k12.mt.us) using links Staff Resources and Request District Vehicle.
  1.  Choose a vehicle and check availability
  2.  Complete the online vehicle request form. The transportation director will send a vehicle use approval notice to you and your supervisor.  (If the website is down please contact the transportation director at 535-3287 to reserve a vehicle.)

B.  When traveling in a school vehicle:
· Conoco/Exxon fuel cards with instructions on use are in the glove box of the school vehicle.  NOTE:  You will need your building number plus your Long Distance Code to use the fuel cards.
·  Fuel the vehicle using the fuel credit card in the vehicle before returning it to the Bus Barn.
·  Attach fuel credit card receipts to your reimbursement form—DO NOT LEAVE IN VEHICLE.

C.  Personal Vehicle Use - If you choose to use your personal vehicle when a school vehicle is available you will be reimbursed at the current percentage of the State Rate per mile only with prior approval of the superintendent.  A fuel receipt is not required when a personal vehicle is used. 



Lewistown Public Schools
Lodging
LODGING

REMINDER – Be sure to request State Rates when making reservations.  With the high cost of motels we need to be conscious of the expenses at motels and hotels.  As with all purchases lodging requests and other arrangements for lodging require prior approval of your administrator.	

Reimbursement for lodging requires a receipt and will be based on double occupancy when possible and on state rates unless prior approval for other arrangements is given.  



Lewistown Public Schools
Meals
MEALS

A.  Meal allowances are not dependent upon actual out of pocket expenses; therefore a receipt is not required to obtain reimbursement but only for meals not otherwise paid for.  Meal allowances will be paid at state rates.

B.  Attach an itinerary of your workshop or meeting.  You will not be reimbursed for meals provided as part of workshops or conferences where there is no out-of-pocket expense.

C.  Additional Criteria for Meal Reimbursement - An employee who has been approved to travel outside the district may claim meal reimbursements for unprovided meals as stated in the reimbursment schedule under the following conditions:
  1.  Morning Meal: 
       a.	If the employee has to leave for a business site prior to 6:00 a.m.	
  2.  Midday Meal:
       a.	If the employee has conducted approved district business during the morning hours and is scheduled to continue such business after the midday lunch period, or
       b.	If the employee is in authorized transit during the entire normal lunch period.
  3.  Evening Meal:
       a.  If the employee is scheduled to continue district business after 6:00 p.m. (i.e. after evening meal or next day), or
       b.	If the employee is in authorized transit after 6:00 p.m.  



Lewistown Public Schools
Additional Comments
ADDITIONAL COMMENTS:
·  Attach all necessary receipts to your reimbursement form.  This is particularly true of additional expenses for parking, car rentals, taxi’s, etc.  You will not be reimbursed without the proper receipts and all necessary paperwork.
·  Send your reimbursement form and receipts to your Building Administrator to be processed for payment immediately upon return from your trip.

JUNE TRAVEL 
·  Please submit all reimbursement forms immediately upon your return to Lewistown.  Requests for reimbursement for travel in late June must be paid prior to June 30 (fiscal year-end).  
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