
trAST BAT'ON ROUCIi PARISH SCHOOL SYS]'E]\4

REQUtrST FOR PRE.PAYMENT OF TRAVEL EXPENSE
(Separttc Ilequest Fornr Reqttirerl fbt'Each \/endor')

Complete this fornr to request a pre-payment ol'travel expcnse. Fcrm l]lllbg conrpleted to [)rocess
l'e(luest. Procedures and instructions fbr requests are on tlre back of this lbrm.

D,ATE ( HE('I( NIiEI)ED R\'.-

NAME OF VENDOR

CITY

AI)DttI]SS

S'I'ATE

ETransportation !Registration E oth".

NAME(S) OF BBR employee(s) who will be traveling
(Each EBR emplol,ce's approved Professional I-eave Form must be attached rvith a copy of the conference irgcndl)

woRI( PH# (22s)_
(SCIIOOUDIi]PARTMONT ON PBRSON)

NAN{E

NAME

NAME

NAMD

NAME

PI-EASE PRINT
EMPI-OYEE ID#

EMPLOYEE ID#

EMPLOYEE ID#

EMPLOYEIi ID#

EMPLOYEE ID#

IITEQUIITED)

.tOTAL x FEE $-
AMOUNT

TOTAL $

# OF PERSONS REQUEST

This form must be received by the Accounting Department
at least l0 working days prior to date check is needed.

ACCOUNT #:
(Rcquircd)

(rirvcl expcrlsc pr.ovidcd on thc back of this form- You ugrce to lirlly conrply u'illr proccdtrt'cs. In thc cvcllt thltt il is

rlctcrrlincrl that you failetl 1o comply rvith such proccrlures, you untlerstand thltt )'ou luiry bc Pcrsoullly litlllc for

rcimbursenrent oischool system luntis.

PIiINC]I PAI,/SLIPERVISOR

DIRECTOIt Ol- P ROC IIAN1 - lirrr.lint trirYcl DATE

lioR O[I]l('lAL USE OI.1LY

ASSIST^N I SUll.Rl N I l:NDF:'llD,C1'E I),\ I l:

CH IEF O FF]CERSlSL]PE R INTEN I]EN'f

I;iN/r\('(-l l,lliVlSIil).,r'lr-l(lll

DAI'E OF EVEN'l- _/_/_

REASON FOR R_EQUEST (Check appr-opriat e box) & ottaclz aporoprktte docunrcntt ion

tilC COcle'':



PRtr-PA YMENT OF

l're-I'aYm ent'Irave I Expenses

registrtti on, event adrnission fees

TRAVEL BXPENSE P IT.OCEDUITES

inclurle the following' but are not limited to: conference

, lodging (if rcquiretl by conJ'erutce), other '

-1

Requests for Pre-Pavment of Travel Expens'e- must be submitted to tlre Accounttllg

deDartment along with nn-opp;o*d E;ft';;;l-teavrFgrrn and Conference Agenda at

i.'L,"i,i'*#il""n ir"t rtiJt"iolr't o*ari"t **i*a u" 
't'" 

t"t"t' Al.l requirerl

sisnatures and account nu'bt'uers "'-;;;lhtl;Pootitnl'ty 
of the applicant and tnust be

pr"ovided Defore subrlirting to Accounling'

4

Profession:r I Leave Form and Su ortin docu nrentation must be attached to the

Pre-Payment of Travel ExPense form. ihis includes (but is not I inrited to) conference

agendas, Price quotations, etc'

m the Accountlng
Employees will be

rior to an

Prepavment of Travel Exoense Check must be picked up fro

il@sible for mailing checks'

no,in"O ty Accounting when a check is ready for pick up'

Reimb ursement of exp enses p re-pa id bv the emplo ee with ersonal funds P
5

event must be uested on the Travel Adv ance Settlement Fornr bl e A copy of

the Professior.ral leave Fomr and a conference agenda must be attached- Original

receipt(s) must be submitted and method of Payment must be indicated on the receiPl(s)'

Method of payment includes (but is not timited to) cash, credit card, check (front and back

of the cance iled check). Bank/Account statements may be used for verification of

6

payment.
'i iiu fnX requesl will be processeil as a normal trdvel settlement and will not be

given special priority- fne oicortnti"'g d"po't"'"'t has thit'ty (30) days from the time oJ

\i,r"ipi to proin, tiis paperuork' Thise ihecks will be mailed to the employee'

Failuretosubmitri/?relytutdcontpletedPre-PavmentofTravelExDensefornr-snray
result in tl.re check not being irru"i. En.,p@*ill be responsible for payment of travel

";;;". rLncl must subniit i;ceipts for reimbursen.rent upon return from travel'

If a I're-payment ol Travel Expense check is issued but not rricked url by the enlployee'

Accounting will void the check-

Pre-Payntent of Travel Expenses are a privilege and responsibility of the employee' Upon receipt

of a check, you agree to the p:ocedurei outtinea above' lt is in good f ith that East Baton Rouge

ParislrSchoolSystemissrresPre'PaymerrtofTravelExpensesforprofessionalgro\ryth.Your
.,rof.riui",, "r,f lood stervardship in ihe mnn"ge'ttertl of Tblic furrds is apprecialed'

1

IlN/,\UC'l- l(l-\'lSlil) ltr\' l{)ll

1.

2.


