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8 Cash Disbursement Form 
 9 Request for Travel Expense Advance and 
  Travel Expenses Reimbursement Request 
  
 
 
I. GENERAL INFORMATION 
 

A. There are restrictions on individual employee travel to conferences, 
conventions and professional meetings.  All travel shall be governed by 
School Board Policy 3400 "Per Diem and Travel Expenses for Board 
Members, Board Employees and Other Authorized Individuals", School 
Board Policy 3401 "Professional Travel Funds-Internal Accounts",  and 
Chapter 7 of the Financial and Program Cost Accounting and Reporting 
for Florida Schools (Red Book). 

 
 
 

B. Chapter 7 of the Red Book states "Curricular-related travel; professional, 
technical or consultant services; or other items for which school board 
funds are available SHALL NOT be made through internal funds."   

 
 

 
C. When staff members are traveling and the travel is deemed professional in 

nature as opposed to traveling in the company of children, travel advances 
and/or payment directly to a vendor may be made only in exceptional 
cases and upon specific approval of the Principal. 
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II. TRAVEL FORMS 
 
 

A. Temporary Duty Authorization (TDA-1) (Exhibit 1) 
Form must be completed and presented for approval to the appropriate 
administrator for all travel when an employee is on temporary duty.  At 
the school level, the Principal's signature is required for approval.  ALL 
Principal's travel is required to have Area Superintendent's approval. 

 
 

B. Travel Voucher (Exhibit 2) 
Travel Voucher Form is completed after travel is completed, for 
reimbursement of Class A and Class B expenses. 

 
 

C. Trip Report (Exhibit 3) 
The Trip Report Form is completed after travel is completed with a 
summary explanation of the nature of the trip. 

 
 

D. Class “C” Travel Meals Voucher (Exhibit 4) 
This voucher is completed after travel is completed when there is no 
overnight stay.  The form initiates reimbursement of Class C meals only.  
Class C meals are paid through the payroll system rather than a vendor 
check. 

 
 

E. Expense Voucher (Exhibit 5) 
The Expense Voucher is completed after travel is completed by an 
individual who is NOT an employee. 

 
 

F. Consultant Agreement (Exhibit 6) 
The Consultant Agreement is to be completed BEFORE the travel takes 
place for reimbursement of an individual who is NOT an employee. 

 
 

G. Telephone Quotation Sheet (Exhibit 7) 
The quotation sheet must be used to record the information obtained from 
at least (3) airlines when finding the most economically priced airline 
ticket(s). 

 
 



SCHOOL BOARD OF BROWARD COUNTY, FL 
INTERNAL FUNDS ACCOUNTING 

 
STANDARD PRACTICE BULLETIN I - 315 
  Page  3  of 4 
III. TRAVEL CLASS CRITERIA AND FORMS 
 
 

A. CLASS A TRAVEL (travel for 24 hours or more) 
1. TDA-1 
2. Travel Voucher 
3. Trip Report 
4. Telephone Quotation Sheet (if applicable) 
 
 

B. CLASS B TRAVEL (Less than 24 hours, overnight 
stay) 
1. TDA-1 
2. Travel Voucher 
3. Trip Report 
4. Telephone Quotation Sheet (if applicable) 

 
C. CLASS C TRAVEL (Day trip, no overnight stay, 

travel begins before 6:00 a.m. or extends beyond 
8:00 p.m.) 
1. TDA-1 
2. Class C Meal Voucher 
3. Trip Report 
4. Telephone Quotation Sheet (if applicable) 

 
D. NON-EMPLOYEE TRAVEL REIMBURSEMENT 

1. Expense Voucher 
2. Consultant/Trainer Agreement 

 
 

Additional information can be found in Business Practice Bulletin A-435 " Travel 
Reimbursement Procedure." 

 
 
IV. TRAVELING WITH STUDENTS 
 

A. All rules and guidelines (School Board Policies 3400, 3401 and 6303) 
pertaining to travel and Field Trips such as trip authorization, parent 
permission slips, and number of chaperones required, etc. must be 
followed when it is necessary to travel with students for activities such as 
state athletic playoff events; competitions and performances.  In addition, 
staff members traveling for   

 
IV. TRAVELING WITH STUDENTS (Continued) 
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 the activities with the students will complete the form required for the 
particular class of travel taking place. 

 
B. For example: 

 
School A's tennis teams (boys and girls) are eligible to participate in state 
tennis playoffs.  Due to the number of students and chaperones traveling, 
it is decided to hire a coach bus.  The following paperwork is required: 

 
1. Trip Authorization Form 
2. Parent Permission Slips 
3. Completed Bus Quotation Form 
4. Cash Disbursement Form (to account for disbursement of funds to 

students for meals, MUST meet Class C meal travel requirements) 
See Exhibit 8 

 
NOTE:  Often schools will want to pay for the student's meals as 
opposed to issuing the money directly to the students.  In this 
scenario, ALL receipts must be returned to the School Bookkeeper 
and the total paid CANNOT exceed the Class C meal amount per 
student. 
 
5. Request for Expense Advance Travel 

Reimbursement Request (IF a travel advance 
is needed).  See Exhibit 9 

6. Trip Report 
7. Hotel accommodations invoice 

 
 

Once the travel has been completed, using the Request for Expense 
Advance Travel Reimbursement Request, hotel receipt (if bill paid by 
cash) and the Cash Disbursement Form, the School Bookkeeper will clear 
the internal advance account by writing a check from the appropriate 
internal fund account and then receipting the check to the Internal 
Advance. 



 



 



 



 



 



 



 



 



 



 



 



 



 



 



 



 



 


