EXPENSE REPORT (2006) School Week Ended
Date of Date of Name of Convention or Reason for Meeting Location
Departure Return
Travel Expenses Date Date Date Date Date Date Date
Sunday Monday Tuesday Wednesday Thursday Friday Saturday
Registration Fees $ $ $ $ $ $ $
Meals - Breakfast $ $ $ $ $ $ $
- Lunch $ $ $ $ $ $ $
- Dinner $ $ $ $ $ $ $
Lodging $ $ $ $ $ $ $
Misc. Expenses — $ $ $ $ $ $ $
Ex. .airfare, tolls, N N N N N N N
parking, etc.
(Please itemize) $ $ $ $ $ $ $
$ $ $ $ $ $ $
Mileage: _ x.445 _ x.445 _ x.445 _ x.445 _ x.445 _ x.445 _ x.445
# of miles x $.445 $ $ $ $ $ $ $
Total Expenses/Day $ $ $ $ $ $ $

Grand Total of All Expenses $

Instructions: Receipts for all expenses other
than mileage must be included. Tax on meals
may be included as an authorized expense.
Personal calls, tips, and gratuities may not

be included.

Current Expense Limits:

Meals not included by meeting -

a) Total daily maximum limit is $32.00

b) One day conference — lunch only, Max. $8.00,
dinner also allowed for conferences which
extend to 4:30 p.m. or later, Max. $16.00

Personal auto reimbursement is 44.5 cents per mile

My signature certifies that this is an accurate
record of expenses incurred.

Submitted by

Employee’s Signature

Also Print Name

Supervisor’s Approval

Treasurer’s Approval
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