American Society for Indexing
EXPENSE REPORT

Name                                                                   Social Security Number_______________________________                                                        
Address_______________________________________________________________________________________

City, State, ZIP__________________________________________________________________________________

Phone                                    ______ Fax_________________________ Email ____________________________                                 
Date________________                                            
BUSINESS REASON FOR EXPENSE:                                                                                                                                                                                                                                                                                                                 
	Date
	
	
	
	
	
	
	
	TOTAL

	# of miles @ 50( /mile
	
	
	
	
	
	
	
	

	Rental Car
	
	
	
	
	
	
	
	

	Air/Train/Bus
	
	
	
	
	
	
	
	

	Local Transportation
	
	
	
	
	
	
	
	

	Lodging
	
	
	
	
	
	
	
	

	Meals: 

   Breakfast
	
	
	
	
	
	
	
	

	   Lunch
	
	
	
	
	
	
	
	

	   Dinner
	
	
	
	
	
	
	
	

	   Snack, Coffee, etc.
	
	
	
	
	
	
	
	

	Telephone & Postage
	
	
	
	
	
	
	
	

	Parking & Tolls
	
	
	
	
	
	
	
	

	Tips
	
	
	
	
	
	
	
	

	Miscellaneous
	
	
	
	
	
	
	
	

	NOTES:


	
	
	
	
	
	
	
	

	           TOTAL
	
	
	
	
	
	
	
	


Signature                                                                           Less Travel Advance___________________________ 

Approval                                                                           Amount Due                                                     









Check #_______________        Date Paid________________                                                           
INSTRUCTIONS FOR COMPLETING EXPENSE FORM
Supporting

Receipts:


The claim must be supported by receipts for all expenses.

Air Travel:


Airfare shall be based on coach fare or lowest applicable fare including advance purchase.

Automobile Travel:
Automobile travel shall be reimbursed such that the maximum mileage paid shall not exceed the airfare specified above.

Shuttle:


Fare is allowed to and from the airport.

Tips:



Tips are reimbursable.

Hotel:


Reimbursement for hotel rooms shall not exceed rate specified on hotel confirmation form or rate negotiated for the conference.

Meals:


Reimbursement for meals, including tips, is allowed up to the set amount pre-approved.

