Expense Claim Information

The new version of this form contains the post 06/30/08 standard mileage rate of 58.5 cents per mile as well as the old, pre 07/01/08 rate of 50.5 cents per mile.  The workbook uses the date entered for the expenses to determine which rate to use.  Remember, use separate claim forms for expenses incurred after 06/30/08 as that start a new accounting year for the District.

The form also contains the following features:

· A reminder bar at the top of the form for things you need to do before the form is submitted.  This bar does not print.

· Data edits that appear in the top, right part of the form.  These messages disappear when all errors/omissions have been corrected.

· A status bar appears on the right side of the form.  You can track the status of your claim by entering information about your claim just below the left side of the form.

· Meal and standard mileage rates appear below the form.  A table of distances between District locations is also provided.

Please print the copy you submit on yellow paper.

