CPSB Travel Voucher Process
Grants Department
337-217-4090



Travel Voucher Checklist:

* Every employee must be signed up for direct deposit with
accounts payable before the trip. (Not the same as payroll
direct deposit.)

Travel voucher must be printed on legal paper.

Approved Aesop must be submitted with travel voucher.

Hotel invoice must be submitted with travel voucher.

Hotel conference room rate information must be attached
to hotel bill.

* Any employee paying for a room who has a roommate
(another employee), must indicate roommate’s name on
expense voucher and attach roommates approved Aesop.

* Conference agenda must be submitted with travel voucher.
* Meal form must be submitted with travel voucher.

* Mileage —if you are claiming mileage please list all persons
who rode with you on the travel voucher. Map quest or
some type of map/direction must be printed and attached
to travel voucher as proof of mileage being claimed.
(Mileage rate $0.58)

* Entire travel voucher packet/papers must be sent to Grants
Dept. within 5 days of travel.



Sample Aesop

View Absence # 181116784 - REED, PAULA
December 07 - December 09

m Ao pos

Status: No Substitute Reqffired / Approve

Ednt Absence

December 07 - December 09 at GRANT DEPARTMENT A | NEXTSTEPS

December 2015
] O Absence Reason

elopment
TR Time Full Day

06:00AM 1o 04:30 PM
BRI o 0 AM to 04:30 P,

o156 17 o

ABSENCE SUMMARY

Status: No Substitute Required

22 n M n

8 2 30 N

Notes & Attachments A

Notes to Administrator Notes to Substitute

None

Uploaded Files

Edit Absence

X Delete

In the Administrator’s notes you MUST
include 7 items related to your travel.

(If you were emailed the 7 required items
please copy and paste those into AESOP.)
Name of Event

Destination

Date of trip (include travel dates)

Who is paying for the travel expenses
Sub Needed (Yes or No)

NoukwhRE

Benefit to the school system

Reminder: IF another employee roomed
with you, attached a copy of their Aesop to
your travel voucher.

Hotel-Tax Exempt Form

. Provide a copy of the Tax Exempt form to the

hotel when checking in. The form is on the

Grants Webpage:
https://www.cpsb.org/Page/499.
. Section 1

. If using the form already filled in by

Grants Dept. you only need to

completed the red marked areas.

Employee name, title, hotel folio or

reference number.
. Section 2

. Employee name, title, signature, and

date.

Governmental Employees Hotel Lodging

Sales/Use Tax Exemption Certificate

o0 Statute 47:301(8)

s for use by empl of the State of Louisiana and ts poltical subdivisions. It is used

| Agency's Adaress Cay Sute | 2P

This certifios that the employoe named above is an omployoe of the above named government agency and that the lodging charges.
a ployee’s conduct of the of agency.
is government agency employer and are reimbursable by the government agency to the employee in

the actual amount incurred. This government agency, therelore, claims exemption from the payment of state sales taxes on the lodging
charges for the occupancy of the employee’s hotel room

Empioyce Tite

[Oate (s

Tite (other
Grants Supervisor, Calcasieu Parish School Board

"~ [[oate iy

[Soter's Louisiana Sales Tax Registration Number (i appicable)

[Datos of Employeas Stay (mmicayyyy)

id only for documenting ligibiity for exemption from the paymer o sales tax on charge
st s tax must be paid on other taxablo purchases from the hotel, meals, laundry, dr [
Pparking. When this form bears the signature of only the employes, the form must be accompanied by a copy of the empioyea's
written travel orders which states the dates and destination of the authorized travel. The hotel must retain this certificate and a
photocopy of the travel orders to document the exemption. This form is not vaiid to document exemption from the payment of local
room occupancy taxes.

If Sub is needed, who is paying for the sub




Sample Travel Voucher

CALCASIEU PARISH SCHOOL SYSTEM
EMPLOYEE EXPENSE & TRAVEL VOUCHER

1 certify this a true and correct statement.
Name: Your Name **All reimbursements will be mailed to address below*?|
Home
Department:  Your School Mailing Address: Your mailing address Name:
(Signature) Date)
For Period: Travel dates Your phone number Approved:
Phone Number: Signature) Date)
OUT-OF-PARISH TRAVEL
**please Fill outin ink** Current IRS Mileage Rate] Meals (enter each day) | *Other Travel
Date Destination Nature of Business No. Amount Lodging No. Amount Cost (Itemized) Amount Total
3/12/2017 Hilton-New Orleans Plain Talk 205 [11173 156.00 1 23.00 Parking 20.00 s 31073
3/13/2017 Hilton-New Orleans Plain Talk 0.00 156.00 1 23.00 Parking 20.00 s 199.00
3/14/2017 Hilton-New Orleans Plain Talk 0.00 156.00 1 23.00 Parking 20.00 s 199.00
3/15/2017 Hilton-New Orleans Plain Talk 205 111.73 S 111.73
0.00 s =
0.00 $ =
Total Out-of-Parish Travel| $ 820.45
NON-TRAVEL EXPENSES (Receipts must be attached.) Vendor #: Add in-Parish Travel| $ =
Description Budget Code Amount Less Any Travel Advance|
Budget Code: Total Travel| $ 820.45
Plus Total Non-Travel Expense| $ -
Total Reimbursement Requested| $ 820.45
Total Non-Travel Expense| $ -
Comment: (Denote justification/discrepancies concerning reimbursement documentation. Example: shared room with..., lunch was provided on..., etc.)
Jane Doe roomed and rode with me. Breakfast and lunch was provided by conference.

*Attach lodging & other required receipts to this form.

Consult CPSB Policy Manual, Section DID, for additional inform:

Revised 9/1/15

MUST BE PRINTED ON LEGAL SIZE PAPER

Employee should be cautioned that reimbursements are limited to available budgeted funds

Sample mileage verification

* Mileage must match travel

voucher.

YOUR TRIP TO:

2 Poyéras 5L New Orleans. LA 701301858

KR 43MIN | 2051 R

@ 1. Start st going morth on § Shattuck St toward Canr 5t
Then 0.32 miles
P 2. Tum right onto Beiden St
Belden St i just past Winterhaler st.

s saar fntarefate 41 uniin pana & Wi o far

Then 0.21 miles

3. Merpe ato 110 E via the ramp on the left.
n
Then 127,56 miles

4, Keop right to take 110 £ toward New Orleans.

Then 7100 miles
8. Keep right 1o take 1-10 € toward New Orleans/Business District
Then 3.54 miles
Fd 8. Koop right 1o teke 110 € toward Slidell
Then 0 47 miles

7. Merge onto Poydras 9
it -

Then 148 mies

4 8. Enter ihe Poydras St roundabout.

Then 0.02 miles

9. 2 POYDRAS ST.
1 you are on Port of New Orleans PY and reech Julie Street Wh
© 5 miles oo for

ramas somsey Feule
Une o€ Siraciiohd S8 Tap) i Svinel 10 #0r TRAALLIS, W f0n] gees v

e

1 vie EXIT 2348 cn Mo left soward Superdome.

i you've gone about

Sample meal form

e Amounts must match travel

voucher

[mepevest

0.32 total miles

0,53 total miles
128,00 total miles
190.00 total milos
202,63 total miles
203.10 total mies
204.58 total miles

204.50 total mies

comaimans or ussaany. You sswsme Wi risk of

S-504
REIMBURSEMENT FOR MEALS
(Attach to Trave! Advance and Travel Voucher)

Employees will be reimbursed for meals pursuant to the schedule herein while traveling as follows:

(AS PER CPSB POLICY DIC)
Regular Cost  High Cost
Travel Areas  Travel Areas
Breakfast $7.00 $9.00
Lunch $11.00 $13.00
Dinner $17.00 $23.00
~ Total for Day $35.00
UNT CLAI

on of trip (a

Breakfast Lunch

oo [ ]
Date | 3132017 |
Date 3142017 ‘
Date 52017

Date |

GRAND TOTAL | $69.00




Sample Hotel invoice and Conference rate

Hotel invoice
* shows hotel rate
and parking.

Note: taxes for hotel
was credited
however you are
charged parking tax.
Invoice must show
zero balance and no
room state taxes.

Conference room rate
e Must show
hotel and rate.

@
Hilton

NEW ORLEANS RIVERSIDE

HILTON NEW ORLEANS RIVERSIDE

#2 Poydras Street | New Orleans, Louisiana | 70140
T: 5045610500 | F: 504 568 1721

E: sales.neworleansriverside@hilton.com

* NAME AND ADDRESS:
TAX EXEMPT 2017 Room: 920/Q2RRV
AN JUDT SIT Arrival Date:  3/12/2017 7:19:00 PM
Departure Date:  3/15/2017 8:31:00 AM
Adult/child:  1/0
Room Rate: 156.00
Rate Plan: CDVG
HH # 290631522 BLUE
Car
Confirmation Number: 3302096290 H
TN
HHONORS
DATE DESCRIPTION 0 REF. NO CHARGES CREDITS BALANCE
W
3122017 GUEST ROOM KRHOME 17906583 $156.00 W
3122017 TAXES KRHOME 17906583 $27.57
3132017 GUEST ROOM RSMITH 17910244 $156.00
3132017 TAXES RSMITH 17910244 $27.57 coNRAD
31472017 PARKING - SELF JBAILEY 17911305 $17.70
3142017 PARKING TAX 13% JBALEY 17911305 5230
3142017 PARKING - SELF RSMITH 17913668 $17.70
3142017 PARKING TAX 13% RSMITH 17913668 5230 ®
31412017  PARKING - SELF RSMITH 17913669 $17.70 Hilton
3142017 PARKING TAX 13% RSMITH 17913669 $2.30
3142017 GUEST ROOM RSMITH 17913670 $156.00
3152017 _Direct Bill - TAX RDIXON 17914111 (855.14) ®
1572017 RDIXON 17914114 (5528.00)
“BALANCE® $0.00

len Tulk About Ul
I.nerucy and l.eurnmg

March13-1 5, 2017

Hotel Accommodations

All events related to the Institute will be
beld at:

Hilton New Orleans Riverside

Two Poydras Street | New Orleans, LA 70130
Phone: 1-504-561-0500

wwew hiltoneworieansriverside com

Rescrvations:

Click or copy and paste the links below 10 reserve your roomis):

Group Rate: S205 per night, Select
Gov't Rats: $156 per night. Select

Reservations can also be made by calling 1-5

« Rates valid for Single/Double rooms.

50% off overnight self-parking for atiendecs that reserve rooms
. (umpllmmlnn basic internet in sleeping rooms using

« Room block will be beld unsit February 18, 2017.
72-hour cancelistion fee may apply.

About The Center for Development and Learning

“Government from the drop down mens. (Limnited

“Attendee™ from the drop down menu.

04-584-3959. Please mention Center for Devel

« Above rutes are plus applicable taxcs, currently 14.75% plus $3.00 per room per

pumber of rooms available at the rate. Rate subject to change.)

lopenent and Leaming when calling.

night.

in the hotel block and park in the Hilton's Self Parking garage

WiFi code provided at check in. ) "
After this date, rooms will be available at thesc rates based on hotel svailability. A




Sample Agenda

AGENDA

AGENDA
AT-A-GLANCE

AT-A-GLANCE

2 Check the sessions

ruanwanomss  MONDAY, MARCH 13, 2017

» Churchill, 2% floor

/ Alice Thomas

“Just Give Mo Strategies” But Sirategies for What? Robert Brooks

Language af e Speed of Sght Mark Seidenbery » Grand Baliroom A
0 The Mythaiogy of Rosching Readig Thn Shanshan » Grand Baliroom D
O Greating Language-Rich Classrooms for Young Chidren Laura Justice > Grand Salon A
© Wite Al About IT! Teaching informationa! Text Writng Nell Duke » Grand Salon 8
B Loading to Maximize Coherence Joanne Quinn » Grand Salon D

O Therapousc Mindset and Lifestyle (‘h‘ﬂou Strategues o Lessen Stress and Bumout
Robert Brooks

O Rigor by Design, Not Chance Karin Hess
O An Update of the Hastrouck & Tindal Ora/ Reading Fluency Norms Jan Hasbrouck
homas

1B | Undevstood I, But | Can't Remermber it Making 1 Stick Alice T) » Grand Salon B
3 Hatio’s New 81 Sl Ska: Collecive omrEﬂ:scymm » Grand Salon D
Literacy: A Leader’s Ca¥ 1o Action Jennifer McCormicl Grand Salon 3

Readers in Kindergarten

O Sharing the Sandbox: The Role of Exscusive Functioning and Set-Regulation in Early
Chidhood Libbie Sonnier-Netto

A Now Look a the Power of Phonemic Awareness Instruction: Oral language Links 1o
Pronermic Awareness Judi Dodson

Language st the Speed of Sight- Continuing the Camversaticn Mark Seidenberg
Planning instruction wih hanahan

o Compiex Text Tim Si » Grand Baliroom D
O Smafl Fortune: Using Small-Group Instruceon 1o Devekop Reedng Compratension Nell Duke . > Grend Saion A
O Engaging Sudents in Laaming Joanne » Grand Salon 8
o Standards, Texts, and Text Dependent Qasmns Promoting Deep Thinking through
Resdng » Grand Salon D

O Collaborative Leadership: Six influerices Thal Mafter Mos! Peter Dewitt »> Grand Salon 3
O Student Work fo D-+E For: Using Student Work Analysis 19 Improve Assessment Quality,

Deepon Learming, and Build Teacher Confent Expertise Karin Hess » Grand Salon 8
W The Equitsble Loader: Creating impartial Schools and Classrooms

Fiint Mitchell and Charies » Grand Salon 15
O increasing the Powr of Tier 1 Instruction Dally Resding Routines Mary Dahigren » Grand Salon 21
O improving Code-Focused Skils in Early Education Settings: Foundafions for Reading

Laura Justice » Grand Salon 24
O Word Smarts: Using Mo 0 Devedop Vocabulary & Wond Aftack Skis William Van Cleave . » Grand Baliroom A
[ Toaching Pronica, Vocabulary and Speling instructon, Prok-3 Donald Bear
O Coaching. NOT Supenvising Jan Hasbrouck
O Supparting Working Memory in the Classroom Judie Caroleo
O Helping Stucsents Thave on Standards-based Assessmants: Irs All About the Rigor

Nancy Boyles » Grand Salon D
O Student Engagement. s It Authentic or Compiiant? Peter Dewitt » Grand Salon 3
O How am | Learming: Predictive Indicalors scrss the Developmental Domains

Lucy Hart Paulson » Grand Salon 9
B How Do | Pian and Teach Small Groups and Work Stations? Debbie Hunsaker » Grand Salon 15
O Sound Wals vs. Word Walls » Grand Salon 21 <
o

Growing Up iterate. The Storses of Two Lielong Leamers Who Persevered and Leamed fo
Road as Asuts Sandra Johnson and Sam Johnson > Grand Salon 24

AGENDA

AT-A-GLANCE

@ Creckine sessions . WEDNESDAY, MARCH 15, 2017

you don't want fo miss!

» Churchill, 2= fioor

OPENING 8.00am - &-10am

Alice Thomas. » Grand Ballroom
KEYNOTE 8-10am - 9-10am
The Other Wes Moore: One Name, Two Fates Wes Moore » Grand Ballroom
URRENT SESSIONS g

0 CrazyBusy: Overworked and About to s»..—;r Nod Hallowell

O Achieving Equty and Deeper Leaming Pedro Noguera

X Suspended 42 Times. Now & Ph.D.: What Made the Difference? Eric Jones >

T Best Pracéices in Decoding Infeevantion for Strugging Readers in Grades 2- § Susan Hall . » Grand Salon 15

©) How Do We Develop Critical Thinkers? Alice Thomas

O Takk to me! | Need Mors Words to Help Me Understand, Talk, and Eventuslly Resd snd Write!
Christie Cavana:

) Six Mistakes District Leaders and Principals Make in Rolling Out a New intiative snd How fo
Simply Fix o Avold Them! Jill Jackson

O The Power of Global Education for Girls Ana Dodson

O Toaching Topic Weebs, Two-Column Notes and Summarizing to Suppont Comprehension
Joan

O Tools for Understanding Research, State Standards. and Best Practices in Schools
Vicki Gibson > Grand Salon 24

BRUNCH

CONCURRENT SESSIONS Il 12

The Work: The Quest For Our Work That Mattors Wes Moore > Grand Baliroom A
How (0 Intervene with Students Struggiing 1o Think About Grade Level Text Jil Jackson . > Grand Balireom D
Inciusive inteligence Calvin Mackie » Grand Salon A
What Secondary School Leaders Can Do 1o Increase Outcomss for Studeats
Montgomery » Grand Salon 8
When You Worry about Emotions! and Learming Prodlems in Chidren Ned Hallowell » Grand Salon D
“The End.” Now What? The Most Important Step for Using Read-Alouds 1o 80ost Oral
Language Development Christie Cavanaugh

Fimir

Join us at 7:45am on Wednesday to Second Line with the

Hinfoll Brass Band!

o® oooo

» Grand Salon 9

& Check the sessions
you don't weat fo miss!

TUESDAY, MARCH 14, 2017

» Churchill, 2 fioor

Alice Thomas
Visitie Leaming for Literscy Douglas Fisher

0 Geting Them AY Enguged - bcueve Acthe Parcmton Anita Archer
O The Dyslexis Diemms Louisa Moats
D A Developmental Model of Trauma, Growth, and Resience: The Place for Language and

ot

O What EXACTLY s e Offrerce Batwoan Balenced Lisrcy aod Explct. Sysomatc Reading
Instruction, and Why Does It Matter? Linda Fi

" uuhxmﬂbmmﬁm Woward Puler

Cotaborative Conversatons Nancy Frey
0 Ltor Nuwen Sacrce, o Bct? Whet he Research Says About Alphabet Leaming in Young
Chidren Lucy Hart Pauisor
o &ddmv Content an Discipinary Literacy Strategies in the Secondary Classroom
inifer Smithers Marte:

; Close Reading in Elemeatary sm« Douglas Fisher

o smgnmmg 0 inscaonal Coe for e Enghon Laamer Amtonio Femro
O Leaming infentions and Sucoess Critaria - Part 1 Larry Ainsworth

» Grand Baliroom

» Grand Baliroom

» Grand Baliroom A
» Grand Baliroom D
» Grand Salon A

» Grand Salon 8
» Grand Salon D

© Prapanstion for Sucoess! Middle and High School Essays William Van Cleave » Grand Salon 9
DO Deveioping Foundationai Skils for How We ‘Do’ School Vicki Gibson » Grand Salon 15
O MTSS/RY: What Works? Susan Hall Grand 21
o £ wan Students Alan Sttomer » Grand Salon 24

D Buiding Foundation Skils for Wriing Anita Archer
Close Reading in Secondary Schoofs Douglas Fisher

Spating Inséuction that Sicks Linda Farrel

Psychosocil Development, Trauma, and Systems: Eforts to impact the Lives of Chidron

‘Steve Dykstra

D:

Leaming sions and Lesson-Specic Success Crlteris - Part 2 Larry Ainsworth
Traveiing the Neura! Superhighway: Building tho Reading Brain Laura Stewart

ntional Instruction: The Gradual Relesse of Responsibilty Nancy Frey
01 High Qualty, CLASS-slgned Instctionsl Support Strategios that Yield Resuits Amy Poirier
Holp! My Studdent is Stuck af Sound-by-Sound Reading Michael Hunter
Pranlogical Awareness and the English Leamer Antonio Flerro

oo

‘Short Wring OFTEN, Not Just Long Writng Seldom Anita Archer
How to Craft a Debriefing That Prompts Real Action snd 11 Classroom Look-Fors That Matter
i Jackson

A Language-Rich Classroom: Oral Language Activites that Facitafo Comprehension

Judi Dodson

Fipping the Concept of Team Teaching on s Head Pati Montgomery

15 tha Problem Students and thex Families, or is the Prothem O’ Systens of Publc Edcation?
Howard Fuller

Formative Assessment in Action: Simple Sirstegies 1o Move Leaming Forward

Jennifer Smithers Marten

Jou-Driven Comprehension instruction Loulsa Moats

o0 O ®mO O OB

i Older
s %o Support. Writng from Sources Joan

“Plain Tolk About Literacy and Learning 2017

» Churchill, 2 foor

» Grand Ballroom A
»> Grand Ballroom D
» Grand Salon A

» Grand Ballroom A

» Grand Baliroom D

» Grand Salon A
» Grand Salon B

» Grand Salon

» Grand Salon 3




