Name of
Employee

UNIFIED SCHOOL DISTRICT NO. 365
STATEMENT OF EXPENSES

Title, Building or
Assignment

Reason for
Expense

Individual expenditure for meals, hotel, miscellaneous, etc, must be itemized under appropriate expense categories

I. MISCELLANEOUS EXPENSES

I1l. SUMMARY OF CASH EXPENSES

. Date
I[temization of AMOUNT TOTALS
Miscellaneous City

Breakfast

Lunch

Dinner

Lodging

Travel
Total Miscellaneous Expense *Miscellaneous
Il. MILEAGE Total Cash

Expenditures
MILEAGE CLAIM:  Total Miles xS$.51=S

ToTAL EXPENSES CLAIMED

Updated: 8/23/11

*Note: Fully detail all miscellaneous expenses in Table |

| hereby certify that all expenses listed are correct and were incurrent in the

performance of my duties.

Signature

Date




(See reverse side for rules governing expenses & mileage log)
UNIFIED ScHooL DisTRICT NoO. 365
Box 325
Garnett, KS 66032

The Board of Education of Garnett Unified School District No. 365 will reimburse employees for actual and necessary expenses as approved in
advance upon district forms, to include: lodging, meals, telephone, parking, car rental and miscellaneous expenses. All arrangements for conference
registration and for air travel are made through the superintendent’s office so that such claims may be billed directly to the district and will not be
included in the daily rate.

If the use of personal car is necessary, reimbursement will be at the rate of 50 cents per mile.
Receipts for the following charges must accompany the Statement of Expense Form
A. Lodging

B. Transportation
C. Unusual necessities

Mileage Log

Date Destination & Reason for Travel Total Mileage for this date




