
          FY26 Travel Form  
Instructor’s Legal Name: ______________________________________________ 
Instructor's Home Address: ____________________________________________ 
Tech ID Number (Safe Kids ID #): _______________________________________ 
CPS Certification Course Dates: _________________________________________ 
CPS Certification Course Number: _______________________________________

Travel Mileage Record 
*If claiming per diem, please provide departure time from home on first day of travel in date/time column. Per diem can only be claimed with 
lodging. Please provide arrival time to home on last day of travel in date/time column. Travel reimbursement state policies can be found here.

Date/*Time From Address (City, 
State, Zip Code) 

To Address (City, 
State, Zip Code) 

Mileage Multiply mileage by 
$.49 & input total in 

this column 

Purpose of the 
trip – NO 

ACRONYMS  

Mileage is automatically calculated in Google Maps and will always use shortest distance between locations. 

https://www.in.gov/idoa/state-purchasing/travel-services/


Lodging 

Per Diem (overnight travel only) 

Signature: Date: ___________________ 

Please check amount of lodging days. Course must be 
at least 60 miles (one way) from home. 

Hotel Address (City, State, Zip Code) Total 

1 2 3 4 5 Please submit hotel receipts to the CPS Training Facilitator. 
$ 

Please check what meals were 
provided to you for each day of 

travel (i.e. you did not purchase). 
Breakfast Provided Lunch Provided Dinner Provided 

Day 1 – Date: Yes No Yes No Yes No 
Day 2 – Date: Yes No Yes No Yes No 
Day 3 – Date: Yes No Yes No Yes No 
Day 4 – Date: Yes No Yes No Yes No 
Day 5 – Date: Yes No Yes No Yes No 
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