CITY SCHOOL DISTRICT OF ALBANY
DISTRICT APPROVED CONFRENCE REIMBURSEMENT EXPENSE LOG

Name: _________________________________               Budget Code: ___________________________

Address: _____________________________________________________________________________

DIRECTIONS FOR REIMBURSEMENT TO A CONFERENCE:

1. [bookmark: _GoBack]Meal allowances can be found at https://www.gsa.gov/travel/plan-book/per-diem-rates. Alcohol and snacks are not covered; place a line through the item(s) on the receipt AND subtract from the receipt total. 
2. The Federal Travel Regulation Chapter 300, Part 300-3, under Per Diem Allowance, describes incidental expenses as: Fees and tips given to porters, baggage carriers, hotel staff, and staff on ships.
3. Requests for mileage reimbursement will be for the current rate at time of travel and MUST be accompanied by the Mapquest driving directions.
4. Receipts are to be taped (IN ORDER OF DATE) to an 8 ½ x 11 sheet of paper: The DATE and RECEIPT TOTAL are to be circled. Your NAME is to be on each sheet submitted.
5. EACH RECEIPT is to be entered on its own line in the log below. If it is a meal, specify which meal; breakfast, lunch, or dinner.
6. Original ITEMIZED receipts associated with the trip MUST be attached to the reimbursement requisition request. CONFERENCE REQUEST FORM must be attached when submitting. 
7. Attach and submit ALL ORGINAL, SIGNED documentation with the log as soon as possible for processing of the reimbursement.

	Date
	Reimbursement FOR (i.e. Breakfast, Lunch, Dinner, Mileage, Toll, Hotel Parking, etc.)
	Receipt Total

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	Total:
	




Requisitioner’s Signature/Date: __________________________________________________________

Administrator/Supervisor/
Department Head’s Signature/Date: _______________________________________________________

Purchasing Agent’s Signature/Date: _______________________________________________________
