Travel Expense Claim

The Travel Expense Claim form and documentation must be submitted to NCLB Private Schools Support
no later than 30 days after the completion of the conference.
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PER DIEM & LODGING:

s Recelpts required

& Must be pre-approved

& professional development for 2
consecutive days or longer

& Receipts required

# Clear documentation must
indicate whether the conference
provided meals or not. Typically
this information is included on
the daily conference agenda.

Mot available for

= one day professional
development

» conferences less than 45 miles
from downtown LA
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Mileage

A copy of Mapguest, Google

Maps, or similar must be provided

= Starting location (your school
sita)

= Ending location {conference
location)

Parking for the conference only.
Receipts required.

Home address (not school
address)

Frint name and sign (signature
reguired)




