NACADA REGION Reimbursement Form 



2011-2012
Region ________________      Date __________________

· Conference Account?   Committee, project or meeting:______________________________

· Region Account?    Activity:_____________________________________________________
	Supplies: (describe and attach receipts) 
	$___________

	   
	

	
	

	Gifts: (describe and attach receipts) 
	$___________

	
	

	
	

	Printing:  (describe and attach  receipt)
	$___________

	
	

	
	

	Lodging:  (attach hotel receipt)  NOTE:  NACADA will reimburse ½ of room and tax only
	$___________

	.
	

	
	

	Travel:  NOTE:  If coach airfare is less than mileage, NACADA will reimburse at the airfare rate.
	

	
	

	        By Air:      Attach receipts for plane, luggage & airport parking
	

	From:____________________ To:___________________
	$___________

	NOTE:  NACADA will reimburse at coach airfare rate purchased 14 days in advance.   
	

	
	

	        By  Car:     
From:____________________  To: __________________
	

	Total miles (roundtrip) = _________ x .51   
	$___________

	
	

	        Ground transportation:  (taxi, shuttle, tolls, etc. –receipts required)
	

	From___________________ To:___________________   
	$___________

	
	

	Food:  (describe and attach receipts)   
	

	NOTE: NACADA max per day is $40 & meals provided in the NACADA activity would be subtracted   (Approx $5 Breakfast, $15 Lunch & $20 Dinner)

	$___________

	
	

	
	

	TOTAL:……………………………………………………………………………………………………………………….=  
	$__________


Please be specific about reimbursement check – if we need to divide it between you and your institution, specifiy exact amounts to each party. 
Total to be reimbursed to:
__________________________________________





__________________________________________





__________________________________________





__________________________________________





__________________________________________

( Receipts attached?    ( Email of submitter:____________________________ 
Mail this form and attached ORIGINAL receipts to:  


NACADA 


Attn. Diane Matteson 


2323 Anderson Ave, Ste 225, 


Manhattan, KS  66502





?’s   PH: 785-532-5717. 


        � HYPERLINK "mailto:matteson@ksu.edu" �matteson@ksu.edu�








