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Commission on Athletics

Claim for Reimbursement of Expenses

	Date filed
	     


Return to: Executive Director, Commission on Athletics, 2017 O St, Sacramento CA 95814

Date expenses were incurred:

	Date of departure:
	     
	Time:
	     
	 FORMCHECKBOX 
 am/ FORMCHECKBOX 
 pm

	Date of return:

	     
	Time:
	     
	 FORMCHECKBOX 
 am/ FORMCHECKBOX 
 pm

	Purpose:
	     


1. Transportation
	a.
	Round trip from:
	      
	to:
	      



b. Means of transportation:   FORMCHECKBOX 
Plane   FORMCHECKBOX 
Train   FORMCHECKBOX 
Bus   FORMCHECKBOX 
Auto

	c.
	Cost of transportation (submit receipt)
	$
	     

	d.
	Total trip mileage: miles @ $.405
	$
	     

	e.
	Parking, tolls, taxi, airport limo (please specify)
	$
	     

	f.
	Rental car, if pre-approved (submit receipt)
	$
	     

	Total transportation expense:
	$
	     

	2.
	Lodging (submit receipt with name of hotel)
	Total Lodging:
	$
	     


3. Meals (check reimbursable meals and enter total amount per day)
	Date
	Meals
	Total

	     
	 FORMCHECKBOX 
 Breakfast
	 FORMCHECKBOX 
 Lunch
	 FORMCHECKBOX 
 Dinner
	$
	     

	     
	 FORMCHECKBOX 
 Breakfast
	 FORMCHECKBOX 
 Lunch
	 FORMCHECKBOX 
 Dinner
	$
	     

	     
	 FORMCHECKBOX 
 Breakfast
	 FORMCHECKBOX 
 Lunch
	 FORMCHECKBOX 
 Dinner
	$
	     

	Total meal expense:
	$
	     

	TOTAL AMOUNT CLAIMED
	$
	     


I certify that the above is a true statement of expenses incurred for the purpose indicated and that 

no expense reimbursement was or will be received or paid from any other source.

	Claimant's signature
	

	Claimant’s name (please type/print)
	     

	Address to which the check should be sent
	     

	     

	     


Approved by  ___________________________________________________










COA Travel Reimbursement Allowances

1. For Transportation

a.
When travel is by public carrier, claim shall not exceed cost of air coach fair plus necessary parking and/or limousine service. Receipt shall be submitted with claim.

b.
When travel is by private automobile between points having air service, amount claimed shall be no more than the airfare (coach, unless that is not available) plus necessary parking and/or airport limousine service. Mileage will be paid at $.405 per mile, subject to above limitation.

When special considerations require use of an automobile (e.g., a trip having several successive destinations), these are to be explained on the travel claim. When a rental car is used, this should also be explained.

c.
When two or more persons can conveniently travel together by car, they are urged to do so. The maximum transportation and living expense allowance shall not exceed the sum of air coach travel costs that would have been incurred had the persons traveled separately.

d.
Charges for parking, tolls, taxi, and airport limo should be specified.

2. For Lodging 

The receipted lodging bill is to be submitted with the claim. All personal hotel charges, including telephone calls, will be deducted from the lodging bill.

3. For Meals

Reimbursement for meals shall total not more than $35 per 24-hour day. When reimbursable expenses are incurred in less than 24-hour blocks, the following schedule shall be in effect:


Breakfast: $7.50
Lunch: $9.50
Dinner: $18.00
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