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THE SCHOOL SUPERINTENDENTS ASSOCIATION





Travel Expense Reimbursement: Redefining Ready!
Receipts Must Be Attached 
Please read the guidelines on the back of this form. Failure to adhere to the guidelines will delay reimbursement.
Important: Return the completed form no later than October 31, 2017 to Carolyn Conoboy via email cconoboy@aasa.org or to her attention at AASA, 1615 Duke St., Alexandria, VA 22314.  Remember to sign and date at the bottom. 

Payee

________________________________________

Address

________________________________________

________________________________________

Social Security Number __________________________________
(Only if individual is reimbursed)
Name and place of Activity:     Redefining Ready!             Oceanside, CA                              September 26-27, 2017
	Date
	Sunday


	Monday


	Tuesday

9/26
	Wednesday 9/27 
	Thursday 
	Friday 
	Saturday
	Total Each Line

	Breakfast–Individual
(Include Tip)
	
	
	
	AASA Provided
	
	
	
	

	Lunch–Individual
(Include Tip)
	
	
	
	AASA Provided
	
	
	
	

	Dinner – Individual
(Include Tip)
	
	
	AASA Provided
	
	
	
	
	

	Hotel 
	
	
	
	
	
	
	
	

	Limousine, Taxi Bus
	
	
	
	
	
	
	
	

	Plane/Train $500 max
(Coach Fare)
	
	
	
	
	
	
	
	

	One Checked bag
	
	
	
	
	
	
	
	

	Auto Mileage 
	
	
	
	
	
	
	
	

	Automobile
(53.5 Cents/Mile)
	
	
	
	
	
	
	
	

	Parking
	
	
	
	
	
	
	
	

	Other*
	
	
	
	
	
	
	
	

	Totals
	
	
	
	
	
	
	
	

	Explain Items (*) And Any Unusual Items That May Be Questioned.
	Total Expenses
	$

	
	
	$

	
	
	$

	
	
	$

	
	
	$

	
	Due Traveler
	$

	Authorized By:
	Traveler’s Signature:
	Date:


American Association of School Administrators, Inc.
Guidelines Governing Travel and Expense Reimbursement
AASA appreciates the time and effort you have given to the Association and wishes to reimburse you for the normal expenses incurred while performing services to AASA. We are obliged, however, to spend Association funds as prudently as possible, and to do this, have developed the following guidelines to govern travel and expenses. Your understanding of the expenditure of AASA funds for these purposes is deeply appreciated.










Dan Domenech, Executive Director
1. Air Travel
Travelers should arrange for the most economical airfare available consistent with circumstances. AASA will pay up to coach fare only, using the guaranteed lowest published fare. All receipts and ticket stubs must be attached. If airfare is expected to exceed $500, notify Mort Sherman (703.875.0726) or msherman@aasa.org before making reservations.
2. Automobile
AASA will reimburse travelers at the current IRS rate of 53.5 cents per mile for the actual number of miles driven. The total amount of the mileage should not exceed the cost of coach fare. (If the starting point of the trip does not have an airport so that equivalent airfare can be calculated, the nearest airport will be used as the equivalent starting point to calculate the amount.)

3. Hotel
AASA is holding a block of rooms at the Marriott Courtyard San Diego Oceanside, 3501 Seagate Way, Oceanside, CA 92056.  Daily rate is $119 + tax. If you stay elsewhere, we will only reimburse $119 + tax per night or your hotel rate, whichever is lower.  Rate for single occupancy will be paid. Amount over this rate will not be paid. Generally, a one-day meeting will be assumed to require one night’s lodging only. AASA can reimburse only for the time spent directly on Association business. If a person arrives in a city earlier or leaves later than is necessary for the assignment, it will be assumed that the expenses incurred are for personal reasons and are not reimbursable.

4. Meals
Expenses for meals (and related tips) will be reimbursed with a meal subsidy. The following individual meal rates should be used for meals not furnished by AASA ($10 for breakfast, $15 for lunch, $25 for dinner). Receipts are not required for these meals.
5. Taxis, Limos, Buses, and Parking
Usual charges for these services will be reimbursed; however, any unusual expenses should be explained. These services require receipts.
6. Rental Cars
AASA discourages the use of a rental car. If a car is necessary, please include an explanation on the bottom of the voucher. AASA will pay a maximum of $40 per day.
7. Your Expense Voucher Cannot Be Processed Unless It Is Signed By You. Receipts For Expenses Must Be Attached. (except meals not furnished by AASA)
If there is any question about any expenditure made on behalf of the Association, please call AASA staff to discuss the justification of the claim. If there is any substantial sum involved it is always desirable that the expenditures be reviewed in advance with AASA staff.



For AASA Use Only:


Account # 3068-4899	 $____________


Account #____________	 $____________


Account #____________	 $____________


Account #____________	 $____________








