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TRAVEL REGULATIONS   
  
GENERAL INFORMATION:   
You must submit your expenses on a  Coastal Plains Education Charter High School   Employee Expense Statement form no  
later than the 10 th   of the month following your professional learning and/or off campus   duty leave.  Your odometer readings  
must be on the form and  receipts   for  registration   and lodging   must be submitted with the form .  Please note the name of the  
professional lear ning and/or off campus duty activity you attended on the form.   
  
MEALS:   
Meals a re not reimbursable unless leave activity requires   more tha n 12 or more   hours of travel/work time.   
  
State A llowances for Meals   
  
Breakfast= $13.00     Lunch= $14.00     Dinner= $23.00   
  

  
.   

  
MILEAGE:   
The mileage rate for reimbursement is   based on current GA DOE policy .  You must keep a record of your beginning and ending  
odometer readings.   
  
LODGING:   
Reimbursement ma y be made for a actual lodging expenses up to $125  per day  .00 plus, eligible  tax  unless the designated  
Program Director  specifically authorizes an excess amount, in advance.  You must obtain a hotel/motel tax exemption form  
prior to your overnight stay .    Plea se remember that you should submit  the lodging receipt provided to you, which includes all  
charges incurred.      
  
  


