Portland Public Schools

TRAVEL / TRAINING EXPENSE REIMBURSEMENT REQUEST

Employee Information Must be completed or form will be returned

EMPLOYEE NAME EMPLOYEE |.D. NUMBER

JOB TITLE

POSITION
Q Teacher/PAT U Classified/PFSP U OT/PT Q Licensed Admin U Senior Leadership

] Non-Represented

Q Parents / Volunteers U Other

HOME ADDRESS

WORK LOCATION

PHONE NO.

] 3V DATE: TIME: | RETURN | DATE:

AINING EXPENSES - Itemized receipts & Travel / T

TIME:

aining Authorization Form w/ approvals must be attached

X

DATE - ACCOUNT CODE TOTALS
FUND | FUNC | OBJECT | SITELOC | AREA | PRJ/GRT | DEPT
REGISTRATION
FEES 0.00
MATERIALS /
BOOKS 0.00
CAR RENTAL 0.00
MILEAGE 0.00
PARKING 0.00
SHUTTLE / TAXI 0.00
LODGING:
HOTEL/MOTEL 0.00
MEALS (PER DIEM) 0.00
BAGGAGE FEES 0.00
OTHER (SPECIFY) 0.00
DAILY
TOTALS 0.00 0.00 0.00 0.00 0.00 0.00
AUTHORIZED SIGNATURES RECONCILIATION
The employee certifies they were not on paid leave during travel or training, that no listed expenses 1| TOTAL EXPENSES 0.00
were charged to a District Procurement Card, and that no alcohol purchases are included. Any
non-business or improperly documented reimbursements must be repaid to the district. 2| CASH ADVANCED
OVERPAYMENT

EMPLOYEE NAME DATE EMPLOYEE SIGNATURE DATE 3 If line 2 is Greater Than Line 1, Amount Due District $000

X 4| EMPLOYEE REIMBURSEMENT $0.00

Ifline 1 is Greater Than Line 2, Amount Due Employee .

PRINCIPAL / SUPERVISOR NAME(PLEASE PRINT) DATE PRINCIPAL / SUPERVISOR SIGNATURE DATE

CLEAR FORM

(Rev.) Feb, 2025
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