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Exhibit 2:  Instructions to Complete Form T-1 
The following numbers correspond to the T-1:   

 1. Traveler's first, middle initial and last name.  

 2. Traveler's Supplier Number requested from and assigned by the Purchasing Section of General 
Services to allow processing of the reimbursement through the County's financial system.   

 3. Agency responsible for travel expenses.   

 4. Traveler's business phone number.   

 5. Street address, city, state and zip code of traveler's home or mailing address.   

 6. Fund, Natural Account, Cost Center to be charged (required).   

 7. Function, Project, Location to be charged (if Necessary).   

 8. City and state of travel destination.   

 9. Explain the reason for traveling. A conference agenda or travel itinerary must be attached to the T-1.   

 10. Completed before travel. Based upon travel information gathered by the traveler, an estimate is 
prepared for total travel cost.   

 11. Advance payments for travel are usually for transportation, lodging, and registration. The traveler 
must record all travel prepayment amounts in this column. Invoice overview sheets for all travel 
prepayments should be submitted with the T-1. When not practical, record the total prepayment 
amount on the T-1. Before final settlement of travel, ensure all prepayment DPIs and/or invoice 
overview sheets are attached to the T-1 and that all DPI invoice numbers have been properly 
referenced on the travel document.   

 12. Completed after travel. Excludes any prepayments. Includes all other travel expenditures that 
conform to the Travel Policies and Procedures regardless of whether payments were made by use of 
a travel advance or traveler's personal funds. Amounts in this column must agree with the T-2.   

 13. An explanation of the mode of transportation in route and return. Any additional information should 
be explained on the Travel Justification Addendum including, but not limited to, explanations for use 
of a private vehicle and super saver airline rates.   

 14. An explanation of the mode of transportation at destination. Any additional information should be 
explained on the Travel Justification Addendum including, but not limited to, use of a rental car.   

 15. Number of nights and the cost of each night of lodging at the prevailing single room rate. Any 
additional information should be explained on the Travel Justification Addendum.   

 16. A count of the number of each meal type to be reimbursed by the County at the meal guideline 
allowance rates. The number of meals is adjusted for time of travel departure and return and for any 
meals included as part of transportation or in the registration fee.   

 17. Any other appropriate expenses not specifically addressed. An explanation should be provided on 
the Travel Justification Addendum.   
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 18. Add all Estimated Expenses including prepayments.   

 19. Add all Prepayments after completion of travel.   

 20. Add all Actual Expenses excluding prepayments.   

 21. List the Travel Advance amount, if any.   

 22. Compute the balance. Determine the difference between total actual expenses and travel advance 
amount. Indicate by circling the appropriate words whether the amount is due the traveler or the 
County.   

 23. Before travel, the estimated date and time of departure must be recorded.   

 24. Before travel, the estimated date and time of return must be recorded.   

 25. After travel, the actual date and time of departure shall be recorded. Time is important for 
determination of the meal allowance and for proper conference/annual leave status.   

 26. After travel, the actual date and time of return must be recorded.   

 27. Enter the travel advance amount. The travel advance cannot exceed the total estimated expense 
amount less the total prepayment amount. If no travel advance is requested, enter -0-.   

 28. The traveler dates and signs the T-1 upon completion of the estimated travel information in 
compliance with the Travel Policies and Procedures.   

 29. The agency head dates and signs the T-1 after review to ensure compliance with the Travel Policies 
and Procedures and approve the travel and any related advance.   

 30. The traveler dates and signs the T-1 upon travel return in compliance with the Travel Policies and 
Procedures.   

 31. The agency head dates and signs the T-1 upon travel completion to ensure the travel expenses 
comply with the Travel Policies and Procedures.   

 32. Section used by the Accounting Division to record Travel Advance Check information, if applicable.   

 33. Section used by the Accounting Division to record Travel Settlement Check information, if 
applicable.   

 34. Section used by the Accounting Division, after travel and before issuance of any travel settlement 
check, to indicate their review of the travel expenses in compliance with the Travel Policies and 
Procedures.   

 35. Section used by the Accounting Division to record repayment of the portion of the travel advance, if 
applicable, not utilized for County travel expenses in compliance with the Travel Policies and 
Procedures  

 


