BANGOR AREA SCHOOL DISTRICT
Bangor, Pennsylvania

CONFERENCE EXPENSE FORM

Note:  Proof of conference expenses must accompany this form:  namely, receipts for registration, hotels, planes, bus fares, meals, tolls etc.

ONLY PREAPPROVED COSTS ARE REIMBURSABLE

Name



     








School/Position


     
Conference name

     
Conference dates

     
Conference location

     
FINAL EXPENSES

Registration








$
     
Lodging


No. of nights        @       



$
     
Meals


No. of meals        @       



$
     
Transportation


Air or bus fare




$
     
Miles by car         @$       per mile

$
     
Tolls, Taxi (s)




$ 
     
Other Expenses
       







$
     


       







$
     


       







$
     





Total Conference expense

$
     





Prepaid amount



$
     





Balance due



$
     
Signature:








Date








(Employee)
Approval








Date



(Principal and/or Superintendent)

GUIDELINES FOR REIMBURSABLE EXPENSES

1. Stay within the “Cost to District” that was pre-approved by the Principal and the Superintendent.
2. Limit your expenses to and get receipts for:

Registration

Lodging

Meals

Transportation

Other Expenses (itemize this item)

3. Hold your meal costs to a $26.00 per day plan-namely,

Breakfast

$ 5.50

Lunch


$ 8.00

Dinner


$12.50
TOTAL


$26.00


NOTE:  The $26.00 is the total for the day.  The amount not used on one meal can be applied to another meal.  Caution!  Auditors are sensitive about meal costs.  Don’t request reimbursement for meals that you yourself would not pay or meals for a friend.

4. These items ARE NOT reimbursable:

· Expenses for family or friends.

· Side trips and tours.

· Books, pamphlets, periodicals, subscriptions, etc.

· Telephone call, wire, gratuity reminders.

· Lost items. Broken glasses, car repair, etc.

Caution:  Reimbursement is permitted ONLY for those items that are directly related to the conference and convention and ONLY up to the “Cost to District” pre-approved by the Principal and Superintendent of Schools.
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