	USD 377 IN-SERVICE EXPENSE & MILAGE FORMS
The Internal Revenue Service and State Department of Education have provided information concerning the district paying for employee’s meals at conferences and other meetings.

	If an employee’s trip requires an overnight stay of if the cost of the meal is included as part of the registration fee, this information does not apply.

The district can reimburse for an employee’s meal(s), but the amount is taxable and must be added to the employee’s payroll check, subject to employment taxes UNLESS CERTAIN CONDITIONS APPLY. (The district is paying for the meal; the employee is only paying state and federal income taxes on the cost of the meal.)

However, if an employee attends a meeting, which does not require an overnight stay or if the cost of the meal(s) is included in the registration fee certain conditions will exempt the cost of the meals being applied to their payroll check.

A. (Combined Business & Meal)
If an employee meets with other conference attendees for a meal and discussed information learned at the conference or related issues, taxes are not applied.
B. (Expectation of a Specific Business Benefit at Some Future Time)
If an employee takes notes or reviews notes taken at the conference, taxes are not applied.

	PLEASE COMPLETE THE FOLLOWING INFORMATION:

	NAME OF CONFERENCE
	     

	DATE OF CONFERENCE
	  /  /    

	
	 FORMCHECKBOX 

	1. This was an overnight trip or was included in the cost of the registration.

	
	 FORMCHECKBOX 

	2. I discussed information provided at this conference at a meal with other attendees.

	
	
	

	
	 FORMCHECKBOX 

	3. I took notes or reviewed notes taken at the conference during the meal.

	
	 FORMCHECKBOX 

	4. None of the above I understand that the charges for the meal will be added to my payroll check in order that state and federal income tax can be deducted.

	
	
	

	SIGNATURE
	     
	DATE
	  /  /    


	USD #377 TRAVEL REIMBURSEMENT CLAIM FORM

	Name:
	     
	Date:
	  /  /    

	Please sign & attach receipts

Use Mileage from chart or provide explanation if over official map mileage

Present to your supervisor for approval

	Date
	Meeting or Function
	Depart  From
	Destination
	Mileage
	Other Expenses

	 
	 
	
	 
	 
	Amount
	Description

	     
	     
	     
	     
	     
	$      
	     

	     
	     
	     
	     
	     
	$      
	     

	     
	     
	     
	     
	     
	$      
	     

	     
	     
	     
	     
	     
	$      
	     

	     
	     
	     
	     
	     
	$      
	     

	     
	     
	     
	     
	     
	$      
	     

	     
	     
	     
	     
	     
	$      
	     

	     
	     
	     
	     
	     
	$      
	     

	     
	     
	     
	     
	     
	$      
	     

	     
	     
	     
	     
	     
	$      
	     

	     
	     
	     
	     
	     
	$      
	     

	     
	     
	     
	     
	     
	$      
	     

	     
	     
	     
	     
	     
	$      
	     

	     
	     
	     
	     
	     
	$      
	     

	     
	     
	     
	     
	     
	$      
	     

	     
	     
	     
	     
	     
	$      
	     

	     
	     
	     
	     
	     
	$      
	     

	     
	     
	     
	     
	     
	$      
	     

	     
	     
	     
	     
	     
	$      
	     

	     
	     
	     
	     
	     
	$      
	     

	     
	     
	     
	     
	     
	$      
	     

	     
	     
	     
	     
	     
	$      
	     

	     
	     
	     
	     
	     
	$      
	     

	     
	     
	     
	     
	     
	$      
	     

	     
	     
	     
	     
	     
	$      
	     


	1 FORMTEXT 

1

	Total Miles x .51 =
	$ 0.51 FORMTEXT 

0

	

	
	Other Expenses =
	$ 0 FORMTEXT 

0

	

	TOTAL REIMBURSEMENT =
	$ 0.55 FORMTEXT 

0.55

	


	Supervisor Approval: 
	     
	Superintendent Approval:
	     

	

	Mileage (one way from Effingham)
	
	Meal  Allowance

	Lancaster
	8.5
	
	Lecompton
	50
	
	Breakfast
	$5.25 

	Cummings
	13
	
	Oskaloosa
	30
	
	Lunch
	$8.00 

	Atchison
	16
	
	Perry
	37.5
	
	Dinner
	$11.00 

	Holton
	23.5
	
	Hoyt
	40
	
	Max per day
	$24.25

	Hiawatha
	30
	
	Sabetha
	50
	
	

	Horton
	17.5
	
	Topeka Downtown
	45
	
	

	Meriden
	30
	
	Valley Falls
	15
	
	

	KC Downtown
	70
	
	Winchester
	25
	
	

	Lawrence 
	50
	
	Wichita
	187.5
	
	

	**Mileage is paid one way if school car is available.
	
	


