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Invest A Little
Get A Lot




Must Be Turned In 30 Days after Training
– 2-Day TRAINING EXPENSE REIMBURSEMENT FORM –

Please complete and mail or fax this form with required receipts after the close of the training. 

Payment will be mailed within 30 days of receipt.  

ALL EXPENSES MUST BE SUBMITTED WITHIN 30 DAYS OF THE TRAINING

 Fax: (505) 266-3461    
Mailing Address:  Kesselman-Jones, Inc., P.O. Box 30182, Albuquerque, NM  87190 

	Training:
	NM PreK Institute

	Date:
	November 17 & 18, 2008

	Turned in By:
	December 19, 2008


Mail payment to:
	Name:
	

	Program Name:
	

	Address:
	

	City/State/Zip:
	

	Phone number:
	


Make check payable to:
	Name:
	


Reimbursable Items


A.  Mileage Reimbursement: Over 50 miles one-way. Mileage is paid at $.32 a mile. 
	Total Round-trip Mileage:____________________________X.32 
	$


B. Meal Reimbursement – Attach all receipts. The maximum reimbursement is $20 for pre-training dinner, $20 for Day 1 dinner and $10 for post-training lunch (if applicable). Only travel meals and meals not provided at the training will be reimbursed. Alcoholic beverages will not be reimbursed. 

	Please Itemize all receipts
	Name
	Amount

	A. Day 1 Lunch:
	
	

	B. Day 1 Dinner:
	
	

	Day 2 Dinner:
	
	

	Other:
	
	

	
	
	TOTAL


Signature: __________________________                 Date: ____________________

Payments may be delayed or denied for the following reasons:

· Mileage not reimbursable to/from home destination.

· No receipt present for meal reimbursement.

· Meals not reimbursable in home city after travel complete.

· Mileage not accurate to and from home destination city.
· Receipt unreadable.

· Non-reimbursable items on receipt.

· Individuals must submit their own reimbursement request.

· Received after deadline.






