CJV TRAVEL EXPENSE REPORT

Name ​​​​​​​​​​​​​​_____________________________________________      Team ____________________________________________

	Date
	Tournament
	Location
	Meals
	Travel
	Lodging
	Misc
(taxi, car, parking)
	Total/Day
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	Lunch
	Dinner
	Gas
	Plane
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	


Expense reports should be submitted by the 15th of each month.  Expense checks will be written on the 25th of each month (or the 1st weekday after the 25th).  Please turn in Expense Reports to the shelf in the office. 

Meals:  The meal expense allowance should not exceed $15 max per day for 1-day tournaments, and $25 max per day for overnight tournaments.  

Gas:  Coaches should fill their tanks up before traveling to the tournament at their expense and again upon returning from the tournament, turning in that receipt for reimbursement.
Airfare: Get the lowest price possible.  Clear with Carrie before booking.

All receipts should be turned in with this Travel Expense Report. 

