Travel reimbursement records (GRS-2519)

Utah General Retention Schedule

Description

These are requests for reinbursenent of expenses for nenbers of the Utah Board of
Juvenil e Justice and Delinquency Prevention who travel ed on board busi ness. The

i nfornati on on these forns includes date of request, departnent or finance nunber
departrmental nunber, the enployee's nane, honme address, division, departnent, and bureau
t he agency's | ow organi zational and activity nunbers, the ambunt of requested

rei mburserment, if transportati on expenses clained, the date(s) of travel, the type of
transportation used (private car, commercial plane, etc.), where travel to and from the
actual nmiles traveled, the nileage rate, and the ampunt of reinbursement clainmed per trip
and total, and the total anmpunt of actual miles, if subsistence and incidental expenses
are clainmed, the date(s) of the travel, the destination, the departure and return tines,
t he days and hours of lapsed tinme, the anpunt clained for neals, the total per diem
claimed, the type and amount of other expenses clained, the total expenses for neals, per
diem and ot her expenses, the signature and title of the traveler, and the signature of

t he approving official

Retention and Disposition
Retain for 3 years, and then destroy records.

Categories
Juvenile Justice Services

Effective
07/1999

Previous Schedule Number
SG-3(1116)-26



