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2305-F	Board Member Reimbursement and Travel Expenses Form
Series 2000: Bylaws
2300	Board Member Conduct
2305-F	Board Member Reimbursement and Travel Expenses Form
	General Information

	Board Member Name:
	

	Event Type:	☐	Workshop	☐	Conference	☐	Training program	☐	Meeting

	☐	Other (describe):
	

	Event name:
	

	Location:
	

	
	

	Date(s) of attendance:
	

	

	Expenditures (Note: attach copies of related receipts/invoices)

	Event fees:
	$
	

	Auto mileage:
	
	 miles at $
	
	= $
	

	
	
	
	(IRS Rate)
	
	

	Meals Total Cost (itemize below):
	$
	

	Date
	Breakfast
	Lunch
	Dinner

	
	$
	
	$
	
	$
	

	
	$
	
	$
	
	$
	

	
	$
	
	$
	
	$
	

	
	$
	
	$
	
	$
	

	
	$
	
	$
	
	$
	

	Lodging:
	$
	

	Other:
	$
	

	Did you receive money from any other sources to pay for the above expenditures?
If yes, enter source and amount below.

	Source:
	
	$
	

	
	
	

	Total amount submitted for reimbursement:
	$
	

	By signing this form, I understand and agree that:

	The information provided is complete and accurate to the best of my knowledge and belief. I acknowledge I have read and understand Policy 2305 Board Member Reimbursement and Travel Expenses and understand that the Board may deny my reimbursement request. I have attached all billing statements, receipts, invoices, and travel requests and expense forms related to this reimbursement request.

	
	
	

	Board Member Signature
	
	Date

	

	For Internal Use

	
	☐ Approved 	☐ Not Approved
	

	
	If approved, date of Board meeting
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