GREENFIELD PUBLIC SCHOOLS
EMPLOYEE TRAVEL REIMBURSEMENT REQUEST

(between schools)

PURCHASE ORDER #
EMPLOYEE NAME: DATE:

Reimbursement requests must be submitted monthly to your immediate supervisor for approval.
The supervisor must sign the travel reimbursement request form, then forward the request to the
Business Office at the Administration Building no later than the 15th of the following month.
Directions: Click in DESTINATION cells to choose location from drop down list .
Click in TRIP column to choose 1 for one way or 2 for round trip for mileage to calculate.

DESTINATION TRIP
DATE FROM (choose from drop down list) TO (choose from drop down list) R?)I;Z;V;ﬁ:r;::e: 2 MILEAGE
TOTAL MILEAGE 0
TOTAL DOLLARS @ .725 PER MILE $0.00

SUBMITTED BY: DATE:

SIGNATURE
SUPERVISOR APPROVAL.: DATE:

SIGNATURE

CHARGE TO ACCOUNT #:

Revised 2/10/26



Steps for the travel reimbursement process:

1. Ensure you have an open PO for reimbursement

2. Complete the Travel Reimbursement Form

3. Obtain approval from the Principal/Department Head
4. Submit reimbursement requests on a monthly basis




