ATTACH

Travel Expense Form RECEIPTS
Address i i
Street City Zip
Conference Name Location
DATES Sunday Monday Tuesday | Wednesday | Thursday Friday Saturday La"é:
Conference
Fee $0.00
Dinner $0.00
Parking $0.00
:\L/J\g?ooggmox) # of miles Current mileage rate is $0.76 cents Mileage reimbursement $0.00
Lodging reimbursement dependent on conference. Please refer to the MEA Standing Rules.
Lodging $0.00
Less common reimbursements. Please refer to the notes below.
Shuttle/Taxi* $0.00
Airfare** $ 0.00
Duplicatfion*** $0.00
Postage*** $0.00
*Shuttle/Taxi is to/from airport only TOTAL DUE $0.00

**For the NEA/RA Conference (coach fare only)

***Applies to State Council Representatives who represent multiple chapters only

Member Signature Date

Member Expense Reimbursement Policy (See MEA Standing Rules for more information)
1. Please include receipts for all items listed on this form. A charge will not be approved if there is no receipt.

2. If you are asking for mileage reimbursement, please include a map printout showing mileage. (Maximum 250 miles)
3. Reimbursable expenses for scholarship conferences include: registration fees, dinner on the evening CTA does not
provide a meal up to $90 for yourself only, parking at the conference (if applicable), and mileage up to 250 miles

maoximum (see #2 above).

4. All claims must be filed within THIRTY days of the conference with the approved MEA Travel Expense form.

5. With the exception of Officers or Members of the Executive Board, a Member may attend no more than one conference
per calendar year.

6. Scholarship recipients are required to share with the Representative Council any relevant fraining they received to
receive their reimbursement.

For office use only
Date received

Amount paid
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