OUT-OF-STATE TRAVEL CHECKLIST

BEFORE YOU TRAVEL
THE ITEMS BELOW ARE NEEDED FOR YOU TO GO OUT-OF-STATE.
______TRAVEL APPROVAL REQUEST FORM SIGNED BY BIT COMMISSIONER


Governor’s Office must approve Commissioner travel.
Out of State Travel Request Form.doc
______TRAVEL DISCLAIMER SIGNED BY EMPLOYEE IN BLUE INK 



Conference Workshop Reg Fee Disclaimer.doc
TRAVEL ARRANGEMENTS:

______CONFERENCE REGISTRATION 


Accountants or Commissioner’s Assistant can put this on their credit card.
______AIRLINE
Accountants or Commissioner’s Assistant can make these arrangements and the charges   will hit the State Diner’s Club Account.
______HOTEL (This cost has to be on a personal credit card)
______APPROVAL FORM FOR HOTEL >$150.00
(This form has to be signed by the BIT Commissioner)
Form for PerDiem Over $150.doc
______TRAVEL ADVANCE REQUEST (IF NEEDED)
Only 90% of the estimated out-of-pocket expenses are allowed to be requested. 

Not less than $200.00 and not to exceed $2,000.00. 

The funds are not available until 1 week before travel date and have to be

requested at least 3 weeks before travel date.
Request for Travel Advance.docx
OUT-OF-STATE TRAVEL CHECKLIST
FOR REIMBURSEMENT
The items below are needed to process your out-of-state travel 

EACH OUT-OF-STATE TRAVEL REIMBURSEMENT HAS TO BE ON A SEPARATE DOCUMENT
_____ TRAVEL APPROVAL REQUEST FORM SIGNED BY BIT COMMISSIONER 


Governor’s Office must approve Commissioner’s travel. 
_____ PLANE TICKET BOARDING PASSES - FOR ALL LEGS OF THE TRIP
______PLANE RECEIPT FOR BAGGAGE - CREDIT CARD RECEIPTS
Credit Card Statements are not acceptable.
______FLIGHT ITNERARY
_____ LODGING RECEIPT

_____ ITINERARY FROM CONFERENCE OR AGENDA (Consolidated version in not acceptable)


This agenda has to show any meals that were provided.
Continental breakfast is not considered a meal.
_____ INCIDENTALS (AIRPORT PARKING, TAXI, ETC)


If no taxi receipt – only $5.00 is allowed.
_____ DEPARTURE & RETURN DATE AND TIME
From the time you leave your home, the trip is considered out-of-state travel.
_____DISCLAIMER FOR EXCESS LODGING

Form for PerDiem Over $150.doc
_____ TRAVEL DETAIL FORM Signed by Traveler and Supervisor 
  (Signed in Blue Ink as required by State Auditor & signed in Blue Ink by a Supervisor)

Travel Payment Detail form.xlsx
 PLEASE DO NOT SAVE THIS FORM ON THIS LINK AFTER COMPLETING IT.
