Blount County Schools                             Program____________________                     Name:________________________________

Statement of Travel                                               



Address:______________________________ 

                                                                  Mileage Rate:__$.50______________          City, State, Zip:_________________________ 

_______________________________




Base School  

	Points of Travel
	Meter Readings
	Mileage

	Date
	From
	To
	Start
	End
	Number of 

Miles Traveled
	Dollars

Claimed
	Other Expenditures

(Receipts Attached)
	Purpose and Explanation

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	Column Totals
	
	
	
	Total dollars claimed:

                               $_________


Approval:









_______________________________________




Affidavit:  I hereby certify that the above is a correct statement of 

Principal or Supervisor









   expenses incurred by me in the performance of official











   duties for the Blount County Board of Education.












Payee:___________________________________________ 

_______________________________________ 







 (Signature)

Superintendent









Date:____________________________________________  

M E M O R A N D U M

TO:

Central Office Personnel and Applicable Other Employees

FROM:
James E. Carr, Superintendent of Education

DATE:

January 1, 2010

SUBJECT:
Instructions for Completing and Submitting Statement of Travel Forms for 

Reimbursement

All allowable travel and expenses related thereto must be incurred while in the performance of official duties for the Blount County Board of Education.  Any travel expense other than by personal vehicle must be approved in advance by the Superintendent (this includes airlines, buses, trains).

Claims for reimbursement of travel expenses must be on forms supplied by the Board of Education.  The claim form must be typed or written in ink with all information legible.

The Statement of Travel forms shall be completed as follows:

1. Headquarters – The base employment location of the employee.

2. Program – For administrative personnel, this is usually their title plus the funding source if travel is paid from more than one fund in which case a statement must be completed for each different fund.  For others, it is the name of the program or the nature of the service provided such as “speech pathologist”.

3. Mileage Rate – The approved payment amount per mile.  The Board approved rate as of this date is .50 cents per mile.

4. Name and Address – The name and mailing address of the claimant must be entered in this space.

5. Travel and other expenses must be listed in chronological order with all required information supplied.  Odometer readings are required including tenths if available.  Trip miles times mileage rate equals “dollars claimed”.  An entry must be made in “purpose and explanation” space for each trip.

6. Employees whose job duties require them to travel from school to school (including the central office) shall not claim any mileage to the school (including the central office) to which they first report each day but shall be permitted to claim mileage to all other schools (including the central office) to which they traveled that day.  Mileage cannot be claimed beyond the last point of employment on any given day.  All travel expenses for which a claim for reimbursement is made must be incurred while in the performance of official duties for the Blount County Board of Education.  This item is applicable to such employees as teachers of the gifted, speech pathologists, school nurses, etc.

7. A trip made from the base location to one or more schools (or other destinations) on the same day with a return to the base may be entered as one trip.  Example:

Points of Travel



Date                        From                                     To                .                       


10/01/03
   Oneonta

Cleveland School,








Hayden High School,








and return to Oneonta

8.  If more than one page is needed per travel statement, the pages shall be numbered in the     

     upper right hand corner by the method of “Page 1 of 2 Pages, “ etc.

9.  Column totals shall be on the final page of the statement.

10. The affidavit statement must be signed in ink by the claimant on the “payee” line.  The 

      signature should be properly approved.  Do not submit a travel or workshop expense report    

      without principal’s approval.

11.  Expenses for lodging, meals and other allowable expenses (such as cab fares, hotel/airport 

       shuttle buses, etc.) must be itemized with the amount listed in the per diem “dollars claimed” 

       column and must be documented by attaching dated paid receipts or credit card charge 

       tickets.  Charges for public off-street parking documented by receipts are reimbursable.  Meal 

 expenses will be reimbursed up to but not to exceed a total of $35.00 per day.

        Federal Programs – A Workshop Expense Report must be completed for all expenses     

        incurred. 


        ALL OTHER CLAIMS MUST BE SUBMITTED ON THE BLOUNT COUNTY BOARD OF 

        EDUCATION, BLOUNT COUNTY SCHOOLS, STATEMENT OF TRAVEL.
12.  Expenses incurred on trips outside Blount County to attend meetings, etc., must be 

       documented by attaching a copy of the agenda.  If an agenda is not available, other 

       documentation may be used (such as a letter announcing the meeting).

13.  Meal expense on one-day (overnight stay not required) trips outside of Blount County may 

 not be reimbursed.

14.  Conference/meeting registration expense claims must be supported by paid receipts.

15.  Pre-approval is required by the Superintendent for all conferences/conventions/meetings 

       held outside Blount County if the employee expects to be reimbursed for any expenses 

       related to the event.

16.  Gratuities – Reimbursement for gratuities paid by employees shall be limited to those 

       services for which it is usual and customary to tip and shall further be limited by fifty cents

       or fifteen percent of the total charge, whichever is greater.  The gratuity paid must be a part 

       of the receipt for the purchase.  This limitation shall not apply to those business      

       establishments that, as a matter of policy, calculate the gratuity as a part of the required 

       charge.

17.  The Board will not reimburse an employee for any expense incurred as a result of the 

       violation of any law, ordinance, regulation, policy, etc.  Also, no reimbursement will be made 

       to an employee for any damage to or liability arising from the use of any non-owned Board 

       vehicle.

18.  Employee travel statements shall be reviewed and, if found to be in order, initialed by 

       department heads/supervisors.

19.  Statements of Travel are subject to internal audit as well as to audit by the Alabama State 

       Examiners of Public Accounts.  Any overpayments made for any reason must be refunded to 

       the Board of Education.

Statements of Travel for employees of the Blount County Board of Education are to be submitted to the central office bookkeeping department for processing on a calendar month basis.  The statements are due after the last day of the month.  For those employees who find it desirable, two statements may be filed each month, one for the first through the 15th day due on the 16th of the month, and the second statement for the 16th through the last day of the calendar month due on the first day of the following month.  

Statements of Travel for reimbursement of expenses incurred in different calendar months must be requested on separate Statements of Travel, except the reimbursable expenses that begin in one Statement of Travel period and end in another shall be claimed in the period in which they end.   For example, expenses for attending a conference that began on January 28 and concluded on February 2 must be claimed on a Statement for the month of February and submitted on or after either February 16 or March 1.  A second example, in the case of a conference that began on February 13 and concluded on February 16 necessitates that the Statement of Travel must be submitted after the last day of February.  Requests for reimbursement should be completed and submitted for approval as soon as practical after the last day of the calendar month (and after the fifteenth day of the month if two requests are submitted each month).  Submission of Statements of Travel must be kept current.  Statements that are not submitted within 30 days of incurrence may not be reimbursed.  Checks for payment of the statements will be run on the next regular accounts payable payroll after the travel report has been approved.

