	Millinocket School Department

     TRAVEL EXPENSE FORM


Employee_____________________________________     Date_______________

Budget Account # ___________________________________________________




                                             TOTAL MILEAGE, TOLLS & MEALS $_______________

______________________________

Traveler’s Signature

______________________________

______________________________

Principal/Department Head 


            Superintendent
7-1-23

EXPENSE REIMBURSEMENT INFORMATION FOR EMPLOYEES:
(attached to Travel & Expense Form and Professional Development Approval Form)

1. Meal reimbursements are required to have a detailed receipt.  A credit or debit card receipt with just a total in not acceptable – it must include the printed detail of the meal.  We cannot reimburse for alcohol or sales tax.

2. Maximum meal reimbursement rates are on the travel reimbursement form.

3. Keep receipts for reimbursement if you need to pay any tolls during travel.
4. If the event is providing a meal, we can't reimburse you for a meal if you have that option to eat at the event.

5. Travel reimbursement is $.47 per mile and we have set rates for common travel destinations such as Bangor, Augusta and Portland.

6. If you live outside of Millinocket, travel will be considered to and from your home, if you are leaving and returning from your home.

	MILEAGE FROM MILLINOCKET AND RETURN

	@ .47 PER MILE

	
	
	
	
	

	Augusta
	
	292
	$137.24
	

	Bangor
	
	146
	$68.62
	

	Boston
	
	610
	$286.70
	

	Dover-Foxcroft
	
	104
	$48.88
	

	East Millinocket
	16
	$7.52
	

	Ellsworth
	
	204
	$95.88
	

	Enfield
	
	82
	$38.54
	

	Houlton
	
	138
	$64.86
	

	Lewiston
	
	354
	$166.38
	

	Lincoln
	
	68
	$31.96
	

	Milo
	
	78
	$36.66
	

	Orono
	
	130
	$61.10
	

	Portland
	
	400
	$188.00
	

	Presque Isle
	218
	$102.46
	

	Rockport
	
	258
	$121.26
	

	Waterville
	
	252
	$118.44
	

	
	
	
	
	

	http://www.randmcnally.com/mileage-calculator.do

	

	


TRIP INFORMATION





Date(s) of Trip: ____________





To________________________________    From__________________________ 





Purpose of Trip______________________________________________________





                            Mileage Total From the Back of the Form _____ X $.47 =  $__________








TOLLS





Tolls (must have receipts):                                                                                  $__________








MEALS





Meals (must have receipts – cannot reimburse for sales tax or alcohol – see attached information regarding reimbursement):


(Maximum per meal including tip $10 breakfast, $15 lunch, $25 dinner)





Breakfast(s)  $_________    


Lunch(es)     $_________     


Dinner(s)      $_________


                                                                                                      Meal(s) Total $__________











