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Vendor Package

Each traveler is required to submit a vendor 

package to obtain a Vendor number in order to 

process your reimbursement. 

1. Traveler’s Name

2. Traveler’s name and information such as; 

Social Security number, Mailing address, 

contact number, and email address.

3. Traveler to print, sign, and date.
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Vendor Package
ACH Electronic Form

1. ACH/Electronic Vendor Information

• Traveler’s name

• Email Address

• Social Security number, Bank/Financial 

Institution Name, and address.

• Bank account number

• Routing number

• Account type; checking, savings

2. Signature

3. Date
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W-9 Form

Request for Taxpayer Identification 

Number and Certification

1. Traveler’s name as shown on your income tax 

return.

2. Individual/Sole Proprietor or Singe-Member LLC.

3. Mailing Address – City, State, and Zip Code.

4. Social Security Number.

5. Signature and Date.
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Travel Policy

• A travel package must be completed and submitted to the Federal Grants office to submit for 

processing prior to 60 days of travel. 

• The travel letter must be addressed to the Governor of the USVI from the Commissioner and 

include all supporting documentation.

• Travel letter must contain the following:

• WHO? – Who will be traveling?

• WHAT? – What is the purpose of the travel?

• WHEN? – When will they be traveling?

• WHERE? – Where will they be traveling to?

• WHY? – Why are they traveling?

• Travel voucher packet must be turned in to travelvoucher@vide.vi within 5 business days of your 

return date. 

mailto:travelvoucher@vide.vi


Travel Policy
• Travel voucher files must be in a pdf format 

• Travel requiring overnight stay shall be reimbursed the actual cost of a hotel 

room, including taxes, not to exceed the GSA allowable rate. 

• The room shall be booked at the best available rate for both inter-island and 

Out-of-Territory travel whenever possible.

• Non-GVI (Non-Public School) employees will be treated as reimbursement and 

must submit a travel voucher to include all reimbursable expenses.  

• Each School will be responsible for booking its own travel/airline ticket.

• Travel packet must be in one pdf file in a specific order



Travel Package Supporting Documents

Travel Requests (submitted in one pdf file in this order)

• Travel letter for the Governor’s signature

• Travel letter addressed to the Commissioner from Superintendent

• GTR

• Conference Agenda

• Cash Advance Request (BOTH LOCAL & FEDERAL Employee Vendor Number)

• Authorization for Travel

• Airline quote

• Hotel confirmation/quote (if applicable)

• Training/Conference registration (if applicable)

• Federal Consolidated Grant Budget - CGB (if applicable)



GTR

1. DO NOT USE
2. Traveler’s Name 
3. Departure and arrival city 
4. Conference Name
5. Complete breakdown of costs
6. Travel agent’s name
7. Funding source (Org, Obj., and 

Project)
8. Total cost of the GTR (cost of travel x 

amt of travelers)
9. Each traveler’s name and signature
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Cash Advance

1. Date of request
2. Conference Name
3. Dates of travel
4. Name, Title, and Signature (not cursive 

font)
5. Traveler’s Name, E-mail and Address 

(NOT VIDE or School address)
6. Vendor Number (Local and Federal (if 

applicable)
7. Break down of fees
8. Funding source (Org, Obj., and Project)
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Supporting Documents

Travel and Expense Reimbursement (PDF NO J-PEGS OR WORD)

• Paid conference or meeting registration fees.

• Paid hotel folio/receipt that shows a zero balance.

• Boarding passes/stubs to and from the destination.

• Meal receipts; not to exceed $75.00 per night. No receipts for return date

• Transportation receipts; not to exceed $100 for the entire trip.

• Signed travel voucher.

• Deviation memo if applicable



Travel Voucher

1. DO NOT USE
2. Traveler’s Name and Address 
3. GTR number assigned to specific traveler and trip
4. Period of actual travel not approved travel
5. Vendor number (federal)
6. Provide the name of the division/School such as ‘St. 

Joseph HS or Leap and Learn Academy and the fund such 
as ‘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, meals, etc, etc.
10. Amount paid by the traveler; not the amount budgeted.
11. Normally any expenses such as baggage fees.
12. Enter $0.00 in the amount of the cash advance section.
13. Sign (no cursive fonts) and date the voucher.
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Allowed

• Notarized missing boarding pass letter for more than one missing 

boarding pass

• Up to 15% tips on transportation not to exceed $100 for the entire trip .

• Specify location of Uber or taxis (eg. From hotel to breakfast, dinner to 

hotel etc.)

• Reimbursement for the 1st bag traveling to and from the destination

• Anything contrary to what is outlined in the CGB or was originally 

approved, will not be reimbursed.

• Agendas/Deliverables (for out-of-territory travel)



Not-Allowed, Not-Required (T&E)

• More than 15% tips for meals and transportation even if it is over by 1 cent

• Upgrade fees-Uber/Lyft

• Wait time-Uber/Lyft

• Illegible receipts

• Receipts without dates

• Boarding passes without name, dates, or travel flight information.



Questions?

Travel Unit

• Bernalyn Tomeau, Program Manager (ext. 8092)

• Lavern Francis, Program Assistant (ext. 8015)

• Nikkia King, Administrative Assistant (ext. 8122)


