
Date:

Lodging: $__________________ Meals: $___________________ Other: $__________________

TOTAL REIMBURSEMENT: $_________________________

Employee Signature: _____________________________________

Administrator 

AuthorizationDestination and Purpose

NAME: ________________________________________________

SCHOOL: ______________________________________________

POSITION: _____________________________________________

DATE: _________________________________________________

Total MilesBeginning Odometer Ending Odometer

SOUTH UMPQUA SCHOOL DISTRICT #19

REIMBURSEMENT REQUEST

Claims for mileage, lodging, and meals may be made only for authorized travel in the conduct of school business. When personnel uses their own 

automobile for district purposes, milage reimbursements will be compensated at the current IRS rate.

HOME-TO-SCHOOL or SCHOOL-TO-HOME MILEAGE IS NOT A DISTRICT RESPONSIBILITY. THEREFORE, IT SHOULD NOT APPEAR ON MILEAGE CLAIMS. 

REIMBURSEMENT REQUEST FORMS MUST BE TURNED IN WITHIN 30 DAYS OF TRAVEL.

FOR REIMBURSEMENT, ITEMIZED RECEIPTS MUST BE ATTACHED.

BUDGET ACCOUNT: __________________________________________________

Supervisor Signature: ________________________________________

Mileage: $_________________

Current IRS $0.655/mile                        Total Miles _____________



If traveling out of state for meals & incidentals, refer to  www.gsa.gov for reimbursement amounts.

Below are common areas of travel in Oregon:

Refer to Board Policy DLC-AR - Travel Expense Reimbursement

https://livedesdk12or.sharepoint.com/sites/SUSD-SUSDFinance/Shared Documents/www.gsa.gov
https://policy.osba.org/southu/D/DLC R D1.PDF
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