SISKIYOU COUNTY OFFICE OF EDUCATION

609 South Gold Street, Yreka, CA  96097

REIMBURSEMENT CLAIM

Complete Section 1 for expenses incurred during travel (transportation, lodging, meals, registration, etc.) and/or Section 2 for preauthorized expenses. Original, itemized receipts are required. Expenses submitted without original, itemized receipts (except bridge tolls) will not be reimbursed.
	EMPLOYEE INFORMATION

	Name: 


	Department:


	Date:



	1.  TRAVEL:  
	Title of Event:
	
	Location:
	

	
	Date/Time Leaving:
	
	/
	
	
	
	am
	Date/Time Returning:
	
	/
	
	
	
	am

	
	
	
	
	
	
	
	pm
	
	
	
	
	
	
	pm

	Transportation:

	

	Personal Vehicle:
	    
	miles at current IRS rate ($.
	
	/mile)
$


	


	Taxi or Bus Fares
$
	


	Parking and Toll Charges     (Bridge tolls do not require receipts)
$
	


	Other:  
$
	


	Overnight Lodging:  
$
	


	Meals:  
Maximum $36 daily with original, itemized receipts ($8.00 breakfast; $10.00 lunch; $18.00 dinner) plus tax and reasonable tip (15% max). Allowance for individual meals may be combined, subject to exceptions:

· Travel less than 24 hours will only be reimbursed for the specific meal(s).

· If meal(s) are included as part of activity, expenses will not be reimbursed for period of time employee is assigned to activity.
$
	


	Registration Fees:
$
	


	Other travel costs:
$
	

	2.  MISCELLANEOUS:
$
	


	Other:  (Explain briefly)
$
	
	$
	


	3.  TOTAL:
$
	


	

	Employee Signature:
	
	Date:
	

	

	
	SEHS Use Only
	

	Fund
	Resource
	Year
	Object
	Goal
	Function
	School
	Local
	Amount

	
	
	
	
	
	
	000
	
	

	
	
	
	
	
	
	000
	
	

	
	
	
	
	
	
	000
	
	

	
	
	
	
	
	
	000
	
	

	
	
	
	

	APPROVAL
	
	
	

	Department Approval:
	
	Date:
	

	Business Office Approval:
	
	Date:
	

	
	
	
	


Complete form, sign, obtain department approval, attach original itemized receipt(s) and submit to SCOE Business Department. Travelers must attach the yellow copy of approved Travel Request, an Itemized Reimbursement form and the activity agenda/program. Expenses submitted without original, itemized receipts (except bridge tolls) will not be reimbursed.


Reimbursement Claim Form 2.12.10/lp

