                                      MOREHOUSE PARISH SCHOOL BOARD                        Revised 07/18


OUT OF PARISH TRAVEL REQUEST/REIMBURSEMENT FORM: 
Receipts for lodging, parking, registration, luggage charge, and taxi must be attached to this form when submitting for reimbursement.

Documentation such as agenda, certificate of attendance, and name tag must be attached to verify attendance & meals.

	Name:
	
	
	Mailing Address (Home):
	

	Trip to:
	
	
	Purpose:
	

	Date/Time of Departure:
	
	
	Date/Time of Return:
	

	Justification:
	

	

	Principal’s Approval to Attend, if applicable:
	
	
	Date:
	


Is a substitute teacher required?   Yes     or     No
	ITEMIZED EXPENSES
	REQUESTED EXP.
(fill out for approval)
	ACTUAL EXP.
(fill out upon return)

	Mileage:
Miles @ .54 =

If mileage is not listed on Standard Mileage Rates, then copy of MapQuest must be attached using shortest route.

[If air travel and/or car rental involved attach separate receipts showing expenses]

	
	

	Breakfasts  @ $9.00 =
(Out of state and New Orleans $12; Tier III $12; Tier IV $13)
Meals

Lunches @ $13.00 = 

(Out of state and New Orleans $17; Tier III $19; Tier IV $19)
Dinners @ $29.00  =

(Out of state and New Orleans $30; Tier III $33; Tier IV $36)
NOTE:  Meals are not eligible for reimbursement on single day travel or when provided by the conference or the hotel.                 

	
	

	Lodging:
In Louisiana $93 except: Baton Rouge – EBR $105; New Orleans, Orleans, St. Bernard, Jefferson, and Plaquemines Parishes $109-$152; Covington/Slidell – St. Tammany $93; Lake Charles – Calcasieu $93; Lafayette $93; Alexandria/Leesville/Natchitoches $ 96; Out of state $93
High Cost Conference Out of State (see below)- Tier III - $134 & Tier IV (see below)
Conference Lodging: Actual cost for single occupancy standard room when staying at conference hotel; If multiple designated conference hotels, then lowest conference hotel rate will be used.
Number of Nights @ $

=  $

Present Tax Exempt Certificate to Hotel at the time you register-- for in-state hotels only.

	Check one:

___School board      credit card

___PO or check

___Paid by employee

$

	

	Registration Fees –Prepaid-By purchase order or check prior to registration deadline.  
                               Not Prepaid-By employee, attach receipt for reimbursement.
No late fees will be paid by school board or reimbursed.

	Check one:

___PO or check

___Paid by employee

$
	

	Miscellaneous – parking fees, taxi/shuttle, tips, phone calls, etc.  Luggage allowance is one bag for 5 days or less and two bags for 6-10 days; no reimbursement for overweight baggage.  List below & attach documentation.

	
	

	TOTAL
	
	


NOTE:  An absentee form must be attached when obtaining prior approval showing school business and signed by appropriate principal/supervisor.
	Signature:
	
	

	Supervisor Prior Approval to Attend:
	
	
	Date:
	
	

	Charge to Fund/Account Number:
	
	

	Superintendent  Prior Approval:
	
	
	Date:
	
	

	Supervisor or Superintendent Approval to Reimburse:
	
	
	Date:
	
	

	(NOTE: All receipts & documentation stated above MUST be attached for reimbursement to be approved)

	

	High Cost Areas:
 Tier III – Atlanta, Austin, Cleveland, Dallas/Ft. Worth, Denver, Co, Fort Hartford, Hartford, Houston, Kansas City, Los Angeles, Las Vegas,

Miami, Minneapolis/St. Paul, Nashville, Oakland, CA, Orlando, Philadelphia, Phoenix, Pittsburgh, Portland, OR, Sacramento, San Antonio, San Diego, Sedona,

St. Louis, Wilmington, DE, Puerto Rico, US Virgin Islands, all of Alaska and Hawaii, Guam, American Samoa, Saipan - $134
Tier IV – Baltimore, MD, Seattle, WA, San Francisco, CA, Chicago, IL, Boston, MA; Alexandria, VA, Arlington, VA, - $212; New York City, 
Washington, D.C.- $225; International Cities - $200


