HANCOCK COUNTY SCHOOLS
OUT OF COUNTY TRAVEL EXPENSE ACCOUNT

Name Date
Home Address Location
Home Phone Email @k12.wv.us

State Purpose of Trip

Date From To Mileage Mileage Hotel Per Diem Other Total
Amount (Meals) Expenses

$0.00 $0.00

$0.00 $0.00

$0.00 $0.00

$0.00 $0.00

$0.00 $0.00

$0.00 $0.00

$0.00 $0.00

$0.00 $0.00

$0.00 $0.00

_ TOTAL 0 $0.00 $0.00 $0.00 $0.00 $0.00

Supervisor Signature Employee Signature

Account code for expenses

Instructions:

» Travel expenses listed and receipts accompanying this form should be for one person only
> All expenses must be itemized and verified on a daily basis

> Receipts are required for Hotel & Other Expenses

» If county vehicles are made available, individual mileage may not be charged

» Travel expense account form must be completed and filed with the Finance Office within five (5) days following return
from the trip

» Current mileage rate is .76; mileage amount will calculate automatically

> Per Diem rates can be found on the next page.

Revised 8/2026
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Hancock County Schools
Per Diem Rates
As of October 1, 2025

Date of Non-Travel Date of
Departure (75%) Days Away (100%) Return (75%)
Charleston, WV 51.00 68.00 51.00
Morgantown, WV 51.00 68.00 51.00
Remainder of WV 51.00 68.00 51.00
Atlanta, GA 64.50 86.00 64.50
Baltimore, MD 64.50 86.00 64.50
Charlotte, NC 60.00 80.00 60.00
Chicago, IL 69.00 92.00 69.00
Las Vegas, NV 64.50 86.00 64.50
Louisville, KY 60.00 80.00 60.00
Nashville, TN 64.50 86.00 64.50
New Orleans, LA 60.00 80.00 60.00
New York, NY 69.00 92.00 69.00
Orlando, FL 60.00 80.00 60.00
Philadelphia, PA 69.00 92.00 69.00
San Antonio, TX 55.50 74.00 55.50
Washington, DC 69.00 82.00 69.00

To check the rate for any city not listed go to the website listed below, click on the
appropriate state and use the rate in the far right column entitled "M&IE"

https://www.gsa.gov/travel/plan-book/per-diem-rates
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