MEMBER/NON-STAFF
TRAVEL EXPENSE REPORT*


Name:  __________________________________________________                   	Date:  ______________________

Meeting Attended:  _______________________________________________________________________________

Meeting Location:  ____________________________________  		Dates:  ____________________________

Original receipts are required for all expenditures. 

Expense								Amount

		           Air travel							    	  _________________								

		           Ground transportation						  _________________
 		             (including taxis)

		           Car mileage							  _________________
[bookmark: _GoBack] 		             (@ 57.5 cents per mile)

		           Hotel								  _________________
		           
		           Other (explain)							  _________________

		           Subtotal							                _________________

		           Less personal expenses charged to hotel bill (if any)		                _________________

		          Less Travel Advance if applicable					  _________________
		

		TOTAL REIMBURSEMENT					      	  _________________



Check should be made payable to:  ___________________________________________

Check should be mailed to:             ___________________________________________

				  ___________________________________________

Your signature:			  ___________________________________________

Please mail this form to:

Kimberly Redd
Program Officer
American Library Association
50 East Huron Street
Chicago, IL 60611

* This form is to be used for reporting expenses incurred by members or others to ALA.  It should be forwarded to the address above for review and forwarding to the Accounting Department for processing.






MEMBER/NON-STAFF TRAVEL GUIDELINES

The travel expense report is to be completed by members or other non-staff when requesting reimbursement.  The report with original receipts attached is submitted to the staff liaison who will check to see that all receipts are included, monitor against budget, and check accuracy before forwarding to accounting for processing.  All original receipts must be taped to paper.

Valid expenses include:

Airfare
Ground transportation (taxis, trains, public transportation, etc., and related tips)
Car mileage 2011 rate $.55
Hotel (include related tips)
Other - Conference registration, preconferences, conference events, meeting expenses, reference material etc.

If hotel bill include personal items (in-room video, bar charges) these should be subtracted from the hotel bill.


