TRAVEL CHECKLIST – PREAPPROVAL

1. Request for Out of State Travel Form

2. Agenda

3. Personal Time Form (if taking additional person time)

· Additional form explaining details of personal time being taken and signed by supervisor.

4. Mileage Map 
5. Flight Quote

6. Rental Car Quote

7. Hotel Quote

8. Meal and Incidental Expenses Rate Printout

· Base on destination city.  Meal and tip limitations are now a single per day meal cap that includes tips based on geographic location.  For example, the meal caps for Atlanta, GA is $51 (M&IE $56 - $5 incidentals)
· http://comptroller.alabama.gov/pages/MIE.aspx 

9. Supporting Documentation
· Attach any additional information that will explain trip details.

10. Review by Accounting
· Send your signed travel request to Accounting Section for review and afterwards obtain Commissioner’s approval signature. 
· Accounting section will notify you when your travel request has been approved.

