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12133 Cheyenne Trail  (  Jacksonville, FL  32223
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	2012
	Please fill out this form as completely as possible, including a mailing address for any correspondence regarding this expense form.  Failure to do so may delay processing. 


	Name:
	
	* PURPOSE OF TRIP:  
	


	Day     (
Date    (
City    (
	
	
	
	
	
	
	
	Totals For

The Week
	
	NOTE:

EXPENSE RECORD REQUIREMENTS

	Transportation

(Air, Rail, Etc.)
	
	
	
	
	
	
	
	
	
	1. Please provide receipts for all expenses.  Any claimed expense not documented by a receipt should be explained in the space provided (i.e., tip for courtesy personnel at hotel, etc.)

2. List all expenses for both cash disbursements and credit card charges.  The supporting information must sufficiently explain ( who / what / where /  when / why ) any business related expense.
3. *It is necessary to have the purpose of the trip for accurate expense coding.

	Local Taxi,

Bus, Tolls
	
	
	
	
	
	
	
	
	
	

	Mileage ___________
miles @  55.5¢/mile
	
	
	
	
	
	
	
	
	
	

	Parking
	
	
	
	
	
	
	
	
	
	

	Auto Expenses

(not including mileage)
	
	
	
	
	
	
	
	
	
	

	Lodging
	
	
	
	
	
	
	
	
	
	

	Breakfast    $10 Limit
	
	
	
	
	
	
	
	
	
	

	Lunch    $15 Limit
	
	
	
	
	
	
	
	
	
	Are all supporting

	Dinner    $25 Limit
	
	
	
	
	
	
	
	
	
	documents attached?

	Tips
	
	
	
	
	
	
	
	
	
	

	Telephone
	
	
	
	
	
	
	
	
	
	

	Miscellaneous Expenses (see below)
	
	
	
	
	
	
	
	
	
	

	Totals
	
	
	
	
	
	
	
	
	
	


	DATE
	EXPLANATION OF MISCELLANEOUS EXPENSES
	
	TOTALS FOR WEEK
	AMOUNT

	
	
	
	CASH ADVANCE
	

	
	
	
	TOTAL EXPENSE
	

	
	
	
	DUE COMPANY
	

	
	
	
	TOTAL DUE TRAVELER
	

	
	
	
	BALANCE PAID
	


     Please provide mailing address for any correspondence regarding this expense form (i.e., reimbursement):

	Address

	
	City

		State

		Zip

	
	Phone #
		(((((

	Comments


	
	
	

	
	
	TRAVELER’S SIGNATURE  

DATE SIGNED

APPROVED

For Accounting Use

Date Paid  _______________    Voucher #  ______________

Check #  _________________


	SEATA
Expense Reimbursement Policy
	
	SEATA

Expense Reimbursement Procedures

	
	
	

	From time to time SEATA asks its volunteers or staff to travel or perform other functions that might incur out-of-pocket expense.  SEATA has formulated the following policies for expense reimbursement:



  All expenses/travel must be approved by the district director, president or executive board.




  Individuals representing SEATA should exercise discretion in incurring expenses.  The least expensive, most efficient mode of travel should be used.  If airline vouchers are available, they should be utilized, if possible, for flights costing over $500.  Exception:  An individual scheduled to fly for SEATA more than three times in a calendar year may select the least expensive airfare on the airline of their choice instead of a coupon.  When traveling, please use the most cost effective method of communicating electronically.  If possible, please use your ISP’s local or toll-free access number and review the hotel’s policy on local and toll-free calls.  A prepaid long distance phone card can be provided by SEATA if necessary.




  Expenses presented for reimbursement should be supported by original receipts whenever possible.  SEATA is unable to reimburse individuals for expenses paid or reimbursed by another institution, but may reimburse the institution if it issued a travel advance or paid expenses for the trip.  At no time should the individual receive dual reimbursement.  In instances when another organization reimburses the expenses, a reimbursement request should not be submitted to SEATA.  



  Expense reimbursement requests should be submitted to the SEATA within 10 days of completion of the trip/activity.  Members attending committee or liaison meetings must submit a written committee report or completed liaison report form at the same time to ensure prompt reimbursement.




  SEATA strives to produce and mail expense reimbursement checks within seven days of receiving the request.




  Please use the following guidelines for maximum meal reimbursement: breakfast $10, lunch $15 and dinner $25.  Per diem will be applied on a percent basis as appropriate to the travel schedule set with a maximum value of $45.00. Example: 1/3 day = $15.00; 2/3 day = $30.00; full day = $45.00
	
	1. Please print or type your name.

2. Each form covers a seven-day period.

3. Please clearly print or type your name and the purpose of your trip.  [Example:  Site Selection Committee Meeting.]

4. Original receipts are required for reimbursement.  Photocopies are not acceptable for IRS and audit purposes.

5. Any expenses billed directly to SEATA should be noted and circled in red, but not included in total expenses.

6. Unless otherwise specified, SEATA will reimburse you for your expenses only.  Please do not submit expenses for family members and/or other persons not eligible for SEATA reimbursement.  Also, please note for meal expenses that include others, who was included and why.  [Examples:  committee luncheon or meeting.]

7. Mileage is reimbursed at the current IRS rate.  Effective 01/01/2012 the rate is 55.5¢ per mile.

8. Expenses not classified in the headings on the left hand column should be entered on the miscellaneous expense line and detailed in the box labeled “Explanation of Miscellaneous Expenses”.

9. To make sure your reimbursement check is received in a timely manner, please clearly type or print your mailing address in the designated area near the bottom of the form.  Space is also available in that area for comments that may speed processing of your request.  [For example, if the check should be made out to your institution instead of you, please specify that under “Comments.”]

10. Summarize all expenses in the box labeled “Totals For Week.”  List any cash advances and the total due you or SEATA.  Please attach a check made payable to SEATA if your advance exceeded your expenses.

11. Sign and date the report and forward it to your committee chair or SEATA for approval and payment.

12. If you have any questions, please contact Jim Mackie, SEATA Treasurer, at (904) 477-9291.
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