TRAVEL CHECK LIST
Conference Name



Place




Date(s)
***Please check all that apply or specify N/A***
Zero balance itemized hotel bill (Personal or Corporate Card)

__________

Agenda  (full)
 








__________

TDE (with all signatures) 







__________
Registration Receipt  (or copy of PO)





__________

Toll Receipts









__________

Parking Receipts








          __________

Fuel Receipts








    
____________

GENERAL INSTRUCTIONS

CLASS A TRAVEL (Per Diem) – Continuous travel of 24 hours or more away from official headquarters

CLASS B TRAVEL (Per Diem) – Continuous travel of less than 24 hours requiring overnight absence from official         
                                                         headquarters.
CLASS C TRAVEL (Per Diem) – Travel for short or day trips not requiring overnight absence from official headquarters. 




    This type of travel is subject to taxation and will appear on your payroll check.

 Maximum meal allowances are as follows:

BREAKFAST 
$10.00 – When travel begins before 6:00 a.m. and extends beyond 8:00 a.m.


LUNCH
$15.00 – When travel begins before 12:00 noon and extends beyond 2:00 p.m.


DINNER
$25.00 – When travel begins before 6:00 p.m. and extends beyond 8:00 p.m. or





   during night-time hours due to special assignment.

(NOTE:  No allowance shall be made for meals when travel is confined to the city or town of official headquarters or immediate vicinity.) 

Per Diem shall be computed at one-fourth of authorized rate for each quarter or fraction thereof.  Travel over a period of 24 hours or more will be calculated on the basis of 6-hour cycles, beginning at midnight; less than 24-hour travel will be calculated on the basis of 6-hour cycles, beginning at hour of departure from official headquarters.

Hour of departure and hour of return must be shown for all travel.

“Vicinity” travel must appear in a separate column.  Travel by Common Carrier should be listed under “Map Mileage Claimed” column, showing initials of Common Carrier.  Copies of tickets or other evidence of travel in the traveler’s possession should be turned in to the accounting department of the traveler’s agency to be used in the audit of the bill from the Common Carrier.

If travel is performed by the use of a County-owned vehicle, the word “County” will be inserted in the “Map Mileage Claimed” column on the reverse side of this form, and the above section designated as “Travel Performed by Common Carrier or County Vehicle” will be executed.
Incidental travel expenses which may be reimbursed include (a) Reasonable taxi fare, (b) tolls, (c) parking fees, (d) registration fee; if meals are included, per diem should be reduced accordingly.  Receipts must be obtained.
The Official Department of Transportation map should be used in computing mileage.

       Any fraudulent claim or mileage, per diem or other travel expense is subject to prosecution as a misdemeanor.
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