
Things to Remember When
Filling Out Your Travel Voucher

For all
travel inquiries

email: travel@ilcrs.com
phone: Josey • 217-299-4311 (call/text)

Box 18 has the Object Code for the 
totals. Mileage totals fall under 1295. 
Any non-mileage totals fall under 
1291. Box 19 will autofill in Adobe.

Box 11 requires accurate mileage. 
This can be taken from Google 
Maps. Box 12 will autofill with the 
correct total when edited in Adobe.

ALL TRAVEL VOUCHERS 
REQUIRE SIGNATURES.

The Traveler should sign 
under Traveler Signature, 

and the Supervisor or Chief 
Judge should sign under 

Division Head.
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Box 1 requires at least the last 4 
digits of your SSN.

Box 2 requires your name
(format: Last, First) and address.

Box 8 requires the travel year and 
full dates of each travel day.
Only one month's travel is allowed 
per voucher.

Box 17 requires each line's total. 
and will autofill in Adobe.

Box 30 requires the reason for travel. 
Acronyms are not allowed.
 

Reporters will use Court Reporting 
Duties, and Supervisors will use 
Court Reporting Supervisor Duties, 
unless for a more specific reason 
(such as a Seminar). Multiple reasons 
can be used with the dates specified.

Boxes 6 & 7 require the locations of 
your Headquarters and Residence 
(format: City, State (County) ).
Per Diem Reporters will use their 
Residence for both boxes.

Boxes 9 & 10 require your travel 
locations (format: City, State), as 
well as your travel time with the 
proper AM/PM designations.

Boxes 22 & 23 will autofill in Adobe. 
Box 22 is the Mileage Total. Box 23 
is the Reimbursement Total. 

Boxes 27, 28, & 29 should autofill in 
Adobe, and should all be equal to 
the total reimbursement amount.
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ALL TRAVEL VOUCHERS SHOULD BE DOWNLOADED FROM THE CRS WEBSITE  AND EDITED
IN ADOBE ACROBAT FOR AUTOFILLING AND ACCURACY. https://www.ilcrs.com/vouchers


