
Travel Documents
Checklist

Travel Voucher

Approved GTR

Copy of Boarding Passes

Copy of Hotel Folio

Travel Documents for Inter-Island Travel

Travel Documents for Out-of- Territory Travel

Travel Voucher

Approved GTR

Approved Governor’s Letter

Boarding Passes (to include dates)

Copy of Cash Advance Check

Paid Conference Fee Invoice

Paid Hotel Invoice (Receipt is required to have a $0.00
balance)

Baggage receipts - 1st checked bag departing and returning

Transportation Receipts (PDF file)

Copy of CGB (if applicable)

Deviation Form (if applicable)



Sample Travel 
Voucher Key

1.  DO NOT USE
2. Traveler’s Name and Address (NOT VIDE’s Address)
3. GTR number assigned to specific traveler and trip
4. Period of actual travel, not approved travel
5. Vendor number (local and/or federal)
6. Provide the name of the division such as “Striving Readers
or Adult Education-District” and the fund such as “Local or
Consolidated 2021 Grant”
7. Provide the funding source (Organization, Object and
Project code)
8. The dates of travel
9. Description of fees such as hotel, baggage, per diem, etc.
10. Per Diem
11. Expenses - Hotel, Registration fees, Baggage, Taxi (no
more than 15% tip) & Maid (No more than $20.00)
12. Enter the amount of the cash advance payment
13. Sign (no cursive fonts) and date the voucher

Number corresponds with the associated field on
the sample Travel Voucher Form.
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