MONTH

Revised February 2018

JACKSON COUNTY SCHOOLS

EMPLOYEE LOCAL TRAVEL EXPENSE
***¥*COMPLETE A SEPARATE FORM FOR EACH MONTH***
**Itemized Daily Travel must be shown**

NAME

Effective March 1, 2018: If a state employee chooses to use a personal vehicle when the round trip exceeds 100 miles per day, the
reimbursement rate will be 50 cents for the first 100 miles per day, with any additional miles over 100 per day reimbursed at 17 cents per mile.

This change is governed by NC Department of Administration (NC DOA).

DATE DESTINATION

MILES

COMMENTS

TOTAL MILES

Form must be submitted for reimbursement by 10th of the following month.

Forms received after that date will not be honored.

Finance Office Use Only

Claimant Signature Date

***Must be approved by Supervisor.
Local travel budget cannot be exceeded.

Vendor #

P.O.# Liquidated
Account Code

Date Paid Vo.No.

Supervisor Signature Date

THIS INSTRUMENT HAS BEEN PREAUDITED IN THE
MANNER REQUIRED BY THE SCHOOL BUDGET AND

FISCAL CONTROL ACT.

Local travel from school to school or school to district office for routine meetings/trainings is not an allowable reimbursement.



