Middle States Association of Collegiate Registrars and Officers of Admission

Travel Expense Report

Reimbursement Policy: Necessary and reasonable travel expenses incurred in the performance of official MSACROA duties are reimbursable provided authorization for the travel has been obtained in advance from the President or Treasurer of the Association. Travel reimbursement will be limited for travel by private automobile plus bridge, toll, and parking charges. If an individual elects to travel by automobile to a point more than 200 miles from the place of origin, the reimbursement may not exceed the price of coach accommodations on a public carrier.

Name







MSACROA Title

Mailing Address:

Purpose of trip:


Location (from/to): 

Approval by Treasurer or President:

I certify that the expenses listed below qualify under the reimbursement policy and have been incurred and paid by me. These expenses have not been and will not be reimbursed by any other means. Receipts, bills, statements or cancelled checks are attached as proof of the expense.  If proof cannot be attached, a detailed description is included.

Signature:








Date:

	Date of Expense
	Full Description of Expense 

Use back of form if necessary 
	Auto Mileage *

Miles
Expense
	Meals
	Hotel
	Other 
	Totals

	
	
	
	$
	$
	$
	$
	$

	
	
	
	$
	$
	$
	$
	$

	
	
	
	$
	$
	$
	$
	$

	
	
	
	$
	$
	$
	$
	$

	
	
	
	$
	$
	$
	$
	$

	
	
	
	$
	$
	$
	$
	$

	
	
	
	$
	$
	$
	$
	$

	
	
	
	$
	$
	$
	$
	$

	
	
	
	$
	$
	$
	$
	$

	TOTALS:
	
	$
	$
	$
	$
	$


* Effective October 1, 2005, mileage is reimbursed at the IRS standard mileage rate for business use of an automobile.  Please refer to irs.gov website for the applicable rate.  Search on the term standard mileage rate.
	Treasurer use only


	Date Paid
	Voucher #
	Check #
	Amount 

$
	Notes
	Treasurer


