Board Member Travel Record Instructions

1. Name and Address – Enter the traveler’s name and address.  The agency will use the information provided to prepare a travel voucher. 
2. Location and Purpose of Meeting – Enter the specific location of the meeting.  Briefly, describe the purpose of the meeting as it relates to official state business. 
3. Departure Date and Time and Return Date and Time – Enter the date and time of the traveler’s departure and return.
4. Mode of Travel:

a. Mode of travel – Check the box next to the mode of transportation used to arrive at the traveler destination.
b. Fare for travel – Enter the cost the traveler paid for transportation.  If only a private car was used leave this line blank.
c. Parking charge – Enter the cost the traveler paid for parking.
d. From – Enter the city where the trip begins.
e. To – Enter the destination city.
f. Mileage (Roundtrip) –Enter the sum of point-to-point and vicinity miles.
g. Point to point – Enter the point-to-point miles driven as shown on an official state highway map or per the vehicle’s odometer.
h. Vicinity – Enter the miles driven that exceed the point-to-point miles.
5. Lodging Expenses – Check the box if the traveler paid lodging expenses, and attach the receipt.
6. Signature of Traveler and Date – The traveler must sign the Board Member Travel Record/Request for Payment form in ink and include date of signing.  The agency cannot make payment unless the Board Member Travel Record/Request for Payment form is signed in ink.
7. Approval Signature and Date – The person authorized to approve the traveler’s request must sign the Board Member Travel Record/Request for Payment form in ink and include date of signing.  
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