Dickinson Public School District #1

(Revised January 1, 2022)

CLAIM FOR REIMBURSEMENT OF TRAVEL EXPENSES
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GENERAL INSTRUCTIONS

Each school district employee claiming travel expense reimbursement shall submit only one voucher for each
calendar month.

Information on vouchers must be typewritten or legibly printed.

Receipts required for each expenditure for commercial transportation except taxi fare of $10.00 or less. Receipts
required for each miscellaneous expenditure exceeding $2.00.

Amended sections of the code pertaining to travel expenses are: 44-08-03, 44-08-04, 44-08-05, 44-08-05.1,
54-06-09, 54-14-07, HR 120-7. Penalties for filing false claims are stated in these sections.

IN-STATETRAVEL
Personal vehicle mileage is $.58.5 per mile.

Maximum quarter-day reimbursements for meals and lodging as follows, but employee must be away from normal
place of employment a minimum of six hours to receive any reimbursement:

First Quarter: 6:00 a.m - 12:00 Noon $13.00
Second Quarter 12:00 Noon - 6:00 p.m. $15.00
Third Quarter: 6:00 p.m. - 12:00 p.m. $26.00
Fourth Quarter: 12:00 p.m. - 6:00 a.m. Lodging: $96.00

Receipts are not required for the first three quarters and only the lodging receipt is required for the fourth quarter
All lodging is reimbursed at actual cost under maximum. List quarters claimed by number in column Amount
approved by department for meals and lodging for each day must be entered in column §.

OUT-OF-STATETRAVEL

Maximum personal vehicle reimbursement for travel by one school district employee is for the first 300 miles
beyond the state border @ $.58.5 per mile. Thereafter the amount will be $.19 per mile.

Out-of-state allowance for meals varies per day depending on the city to which you are traveling. Upon your return
from an out-of-state trip, contact the district Business Office for specific information as to what the per diem rate
will be for your travel voucher reimbursement.



	Name: 
	Month of: 
	Year: 
	School: 
	Official Position: 
	Home Address: 
	Points Covered by Travel 21: 
	Vehicle Miles 31: 
	Misc Exp 41: 
	Meals 51: 
	Lodging 61: 
	Qtrs Day Claimed 71: 
	Total Meals Lodging 81: 
	Points Covered by Travel 22: 
	Vehicle Miles 32: 
	Misc Exp 42: 
	Meals 52: 
	Lodging 62: 
	Qtrs Day Claimed 72: 
	Total Meals Lodging 82: 
	Points Covered by Travel 23: 
	Vehicle Miles 33: 
	Misc Exp 43: 
	Meals 53: 
	Lodging 63: 
	Qtrs Day Claimed 73: 
	Total Meals Lodging 83: 
	Points Covered by Travel 24: 
	Vehicle Miles 34: 
	Misc Exp 44: 
	Meals 54: 
	Lodging 64: 
	Qtrs Day Claimed 74: 
	Total Meals Lodging 84: 
	Points Covered by Travel 25: 
	Vehicle Miles 35: 
	Misc Exp 45: 
	Meals 55: 
	Lodging 65: 
	Qtrs Day Claimed 75: 
	Total Meals Lodging 85: 
	Points Covered by Travel 26: 
	Vehicle Miles 36: 
	Misc Exp 46: 
	Meals 56: 
	Lodging 66: 
	Qtrs Day Claimed 76: 
	Total Meals Lodging 86: 
	Points Covered by Travel 27: 
	Vehicle Miles 37: 
	Misc Exp 47: 
	Meals 57: 
	Lodging 67: 
	Qtrs Day Claimed 77: 
	Total Meals Lodging 87: 
	Points Covered by Travel 28: 
	Vehicle Miles 38: 
	Misc Exp 48: 
	Meals 58: 
	Lodging 68: 
	Qtrs Day Claimed 78: 
	Total Meals Lodging 88: 
	Points Covered by Travel 29: 
	Vehicle Miles 39: 
	Misc Exp 49: 
	Meals 59: 
	Lodging 69: 
	Qtrs Day Claimed 79: 
	Total Meals Lodging 89: 
	Points Covered by Travel 210: 
	Vehicle Miles 310: 
	Misc Exp 410: 
	Meals 510: 
	Lodging 610: 
	Qtrs Day Claimed 710: 
	Total Meals Lodging 810: 
	Points Covered by Travel 211: 
	Vehicle Miles 311: 
	Misc Exp 411: 
	Meals 511: 
	Lodging 611: 
	Qtrs Day Claimed 711: 
	Total Meals Lodging 811: 
	Points Covered by Travel 2: 
	Vehicle Miles 3: 
	Misc Exp 4: 
	Meals 5: 
	Lodging 6: 
	Qtrs Day Claimed 7: 
	Total Meals Lodging 8: 
	Points Covered by Travel 213: 
	Vehicle Miles 313: 
	Misc Exp 413: 
	Meals 513: 
	Lodging 613: 
	Qtrs Day Claimed 713: 
	Total Meals Lodging 813: 
	Points Covered by Travel 214: 
	Vehicle Miles 314: 
	Misc Exp 414: 
	Meals 514: 
	Lodging 614: 
	Qtrs Day Claimed 714: 
	Total Meals Lodging 814: 
	Points Covered by Travel 215: 
	Vehicle Miles 315: 
	Misc Exp 415: 
	Meals 515: 
	Lodging 615: 
	Qtrs Day Claimed 715: 
	Total Meals Lodging 815: 
	Points Covered by Travel 216: 
	Vehicle Miles 316: 
	Misc Exp 416: 
	Meals 516: 
	Lodging 616: 
	Qtrs Day Claimed 716: 
	Total Meals Lodging 816: 
	Points Covered by Travel 217: 
	Vehicle Miles 317: 
	Misc Exp 417: 
	Meals 517: 
	Lodging 617: 
	Qtrs Day Claimed 717: 
	Total Meals Lodging 817: 
	Points Covered by Travel 218: 
	Vehicle Miles 318: 
	Misc Exp 418: 
	Meals 518: 
	Lodging 618: 
	Qtrs Day Claimed 718: 
	Total Meals Lodging 818: 
	Points Covered by Travel 219: 
	Vehicle Miles 319: 
	Misc Exp 419: 
	Meals 519: 
	Lodging 619: 
	Qtrs Day Claimed 719: 
	Total Meals Lodging 819: 
	Points Covered by Travel 220: 
	Vehicle Miles 320: 
	Misc Exp 420: 
	Meals 520: 
	Lodging 620: 
	Qtrs Day Claimed 720: 
	Total Meals Lodging 820: 
	Points Covered by Travel 221: 
	Vehicle Miles 321: 
	Misc Exp 421: 
	Meals 521: 
	Lodging 621: 
	Qtrs Day Claimed 721: 
	Total Meals Lodging 821: 
	Points Covered by Travel 222: 
	Vehicle Miles 322: 
	Misc Exp 422: 
	Meals 522: 
	Lodging 622: 
	Qtrs Day Claimed 722: 
	Total Meals Lodging 822: 
	Points Covered by Travel 223: 
	Vehicle Miles 323: 
	Misc Exp 423: 
	Meals 523: 
	Lodging 623: 
	Qtrs Day Claimed 723: 
	Total Meals Lodging 823: 
	Points Covered by Travel 2_2: 
	Vehicle Miles 3_2: 
	Misc Exp 4_2: 
	Meals 5_2: 
	Lodging 6_2: 
	Qtrs Day Claimed 7_2: 
	Total Meals Lodging 8_2: 
	Points Covered by Travel 225: 
	Vehicle Miles 325: 
	Misc Exp 425: 
	Meals 525: 
	Lodging 625: 
	Qtrs Day Claimed 725: 
	Total Meals Lodging 825: 
	Points Covered by Travel 226: 
	Vehicle Miles 326: 
	Misc Exp 426: 
	Meals 526: 
	Lodging 626: 
	Qtrs Day Claimed 726: 
	Total Meals Lodging 826: 
	Points Covered by Travel 227: 
	Vehicle Miles 327: 
	Misc Exp 427: 
	Meals 527: 
	Lodging 627: 
	Qtrs Day Claimed 727: 
	Total Meals Lodging 827: 
	Points Covered by Travel 228: 
	Vehicle Miles 328: 
	Misc Exp 428: 
	Meals 528: 
	Lodging 628: 
	Qtrs Day Claimed 728: 
	Total Meals Lodging 828: 
	Points Covered by Travel 229: 
	Vehicle Miles 329: 
	Misc Exp 429: 
	Meals 529: 
	Lodging 629: 
	Qtrs Day Claimed 729: 
	Total Meals Lodging 829: 
	Points Covered by Travel 230: 
	Vehicle Miles 330: 
	Misc Exp 430: 
	Meals 530: 
	Lodging 630: 
	Qtrs Day Claimed 730: 
	Total Meals Lodging 830: 
	Points Covered by Travel 231: 
	Vehicle Miles 331: 
	Misc Exp 431: 
	Meals 531: 
	Lodging 631: 
	Qtrs Day Claimed 731: 
	Total Meals Lodging 831: 
	Vehicle Miles 3Miles: 
	Total Meals Lodging 8Total MealsLodging: 
	Total Meals Lodging 8Total Misc Expenses: 
	Total Meals Lodging 8Miles  19mile: 
	Acct   Dept  School  Check    Amt: 
	Total Meals Lodging 8Miles  545mile: 
	I hereby certify that this statement truthfully and accurately states the day of service and the mileage traveled  I also: 
	Total Meals Lodging 8CommTransExpense TOTAL: 
	Date: 
	Date_2: 


