NATIONAL ACADEMIC ADVISING ASSOCIATION

2009 Fall Leadership Meetings at the Annual Conference
SAN ANTONIO, TEXAS

September 29-October 3, 2009
Reimbursement Form for Commission Chairs
This form must be submitted with proper receipts to receive reimbursement for allowable expenses related to your participation in the fall Leadership meetings that are not covered by your institution.

LODGING:  NACADA will reimburse up to half the standard conference room rate (including applicable taxes) for the night of Tuesday, September 29, for eligible Commission Chairs and incoming Commission Chairs participating in the Fall Leadership meetings. For those of you whose only flight options require you to arrive on Monday, September 28, for the Tuesday afternoon Division meeting, you will be eligible for reimbursement up to half the standard room rate for that night as well.

If sharing with another Leadership member, the entire standard conference room rate is reimbursable for applicable meeting nights as noted above (including applicable taxes). If you choose a single room or share with someone other than another Leadership member, only 1/2 of the conference room rate is reimbursable.

FOOD:  Leadership meeting participants eligible for reimbursement may be reimbursed for food expenses for up to $25.00 for Tuesday, September 29 (dinner provided), with receipts. For those of you whose flight schedules require you to arrive on Monday, September 28, you will be eligible for reimbursement up to $35.00 for meals on that day as well.

FAIR:  Commission Chairs participating in the Commission & Interest Group Fair are eligible for reimbursement for up to $50.00, with receipts, for materials used for your table. These expenses could be for supplies needed to decorate your table or display board, photocopy handouts, or for other allowable expenses directly related to the Fair.  Be sure to submit receipts for all expenses to be reimbursed.

LODGING (including applicable taxes):
Amount



Monday, September 28

___________ (if arriving 9/28 for meetings)


Tuesday, September 29

___________



LODGING SUBTOTAL
_____________

FOOD:






Meal
Amount


Monday, September 28
Lunch
___________ (if arriving 9/28)



Dinner
___________ (if arriving 9/28)
Tuesday, September 29
Breakfast
___________



Lunch
___________



FOOD SUBTOTAL
_____________

CIGD FAIR EXPENSES: 
Expense
Amount


___________​​​​​​_________
​___________



___________​​​​​​_________
​___________




FAIR SUBTOTAL
_____________


GRAND TOTAL TO BE REIMBURSED:
________________

Make check payable to: _________________________________________________

Mail check to:
___________________________________________________________________


___________________________________________________________________


___________________________________________________________________

Office Use:

G03/05 ________________
G03/07 ________________
CIGD01/01 _____________
Please return this form and receipts to NACADA by December 1, 2009. Thanks!








