
S O U T H E A S T E R N  S W I M M I N G  

O F F I C I A L S ’  T R A V E L  A N D  E X P E N S E  R E I M B U R S E M E N T  W O R K S H E E T  

O n l y  f o r  O f f i c i a l s  A t t e n d i n g  t h e i r   F i r s t  N a t i o n a l   M e e t    

 

S o u t h e a s t e r n  S w i m m i n g  w i l l  m a ke  r e i m b u r s e m e n t s  t o  o f f i c i a l s  fo r  e x p e n s e s  

i n c u r r e d  w h e n  a t t e n d i n g  t h e i r  f i r s t  e v e r  N a t i o n a l  m e e t ,  h e r e  d e f i n e d  a s  a  

N a t i o n a l ,  J u n i o r  N a t i o n a l  o r  O p e n  m e e t .     Re c e i p t s  a r e  r e q u i r e d  t o  b e  

s u b m i t t e d  w i t h  t h e  R e i m b u r s e m e n t  Wo r k s h e e t .  

 

I N ST R UC T I O N S  

P l e a s e  f i l l  o u t  t h e  w o r k s h e e t  f u l l y  a n d  c o m p l e t e l y.   B e  s u r e  t o  a t t a c h  a l l  

r e c e i p t s .   D e a d l i n e  fo r  s u b m i t t i n g  t h e  r e i m b u r s e m e n t  fo r m  i s  2 0  A u g u s t .  

G e n e ra l  i n fo r m a t i o n   T h i s  fo r m  i s  fo r  t h e  p e rs o n  a c t u a l l y  m a k i n g  a  t r i p  a n d /o r  

i n c u r r i n g  e x p e n s e s  o n  b e h a l f  o f  S o u t h e a s t e r n  S w i m m i n g .   P l e a s e  i n c l u d e  t h e  

p h o n e  n u m b e r  a n d  e m a i l  w h e r e  t h i s  p e rs o n  c a n  b e s t  b e  c o n t a c t e d  i f  t h e r e  a r e  

a ny  q u e s t i o n s  

Tr i p  i n fo r m a t i o n  i s  i m p o r t a n t  a s  l o c a t i o n  a n d  d a t e s  c a n  i m p a c t  r e i m b u rs e m e n t  

a m o u n t s  a n d  a c c o u n t i n g .  

T h e  S o u t h ea s te r n  Of f i c i a l s ’  C o m m i tte e  h a s  a n  a n n u a l  b u d g et  f o r  f i r st  

t i m e  a t t e n d a n c e  a t  a  n a t i o n a l  m e et .   B e ca u s e  i t  i s  a  l i m i t ed  b u d g et ,  d o  

n ot  ex p e c t  to  r e c e i v e  f u n d s  f r o m  t h i s  r e i m b u r s e m e nt  r e q u est  u nt i l  t h e  

e n d  o f  t h e  f i s ca l  y e a r  ( A u g u st  3 1 ) ,  a n d  t h e  Of f i c i a l s ’  C h a i r  h a s  a  c h a n c e  

to  r ev i ew  a l l  r e q u es t s  f o r  r e i m b u r s e m e nt .   A l s o ,  i f  t h e  C h a i r  r e ce i v e s  

m u l t i p l e  r e q u es t s ,  h e  o r  s h e  w i l l  ev e n l y  d i v i d e  u p  t h e  r e i m b u r s e m e n t  

f r o m  t h e  a va i l a b l e  f u n d s ,  b u t  m a y  n ot  co v e r  t h e  e nt i r e  a m o u nt  o f  t h e  

r e q u e st s .  

T h e  i n fo r m a t i o n  b e l o w  i s  t o  b e  u s e d  w h e n  f i l l i n g  o u t  t h i s  r e q u e s t .    

 P r i v a t e  c a r  u s e  i s  p a i d  o n  a  p e r - m i l e  b a s i s .   I n  l i e u  o f  a  r a t e  e s t a b l i s h e d  

b y  S o u t h e a s t e r n  S w i m m i n g ,  t h e  p e r  m i l e  ra t e  i s  d e t e r m i n e d  b y  t h e  I R S .   T h i s  

p e r  m i l e  r a t e  r e f l e c t s  c o s t s  a s s o c i a t e d  w i t h  u s i n g  o n e ' s  p r i v a t e  v e h i c l e ,  

i n c l u d i n g  g a s ,  o i l ,  a n d  g e n e ra l  w e a r  a n d  t e a r.   

 R e n t a l  C a r  c h a r g e s  r e f l e c t  t h e  a c t u a l  c o s t  o f  t h e  r e n t a l  p l u s  ga s .  

 A i r l i n e  c h a r g e s  s h o u l d  i n c l u d e  t h e  c o s t  o f  t i c ke t i n g ,  b a g ga g e  c o s t s ,  a n d  

o t h e r  c a r r i a g e  c h a r g e s  l e v i e d  b y  t h e  a i r l i n e .  



 S h u t t l e  s e r v i c e  f r o m  t h e  a i r p o r t  t o  t h e  d e s t i n a t i o n  a n d  r e t u r n  i s  

i n c l u d e d  h e r e .  A ny  l o c a l  t r a n s p o r t a t i o n  u s e d  d u r i n g  t h e  t r i p  ( i e :  a  t a x i  t o  

d i n n e r )  s h o u l d  b e  l i s t e d  u n d e r  " M i s c e l l a n e o u s  E x p e n s e s " .  

M e a l  e x p e n s e s  c a n  b e  c l a i m e d  b y  s u b m i t t i n g  r e c e i p t s  fo r  a c t u a l  fo o d  

p u r c h a s e d  o r  o n  a  p e r  d i e m  b a s i s .   T h e  p e r  d i e m  r a t e  i s  e s t a b l i s h e d  b y  t h e  I R S .   

I f  c h o o s i n g  t h e  p e r  d i e m  m e t h o d ,  s i m p l y  n o t e  " Pe r  D i e m "  i n  t h e  E x p l a n a t i o n  

c o l u m n  a n d  t h e  Tr e a s u r e r  w i l l  f i g u r e  i t  o u t  fo r  y o u .  

L o d g i n g  s h o u l d  b e  c l a i m e d  o n l y  i f  y o u  a c t u a l l y  p a i d  t h e  h o t e l  c h a r g e  a n d  a r e  

r e q u e s t i n g  r e i m b u rs e m e n t .   L i s t i n g  t h e  t o t a l  a m o u n t  o f  t h e  l o d g i n g  o n  o n e  

d a t e  i s  a c c e p t a b l e .  

M i s c e l l a n e o u s  e x p e n s e s  c a n  b e  p a r t  o f  a  t r i p  o r  c a n  o c c u r  a ny  t i m e  a n  

i n d i v i d u a l  s p e n d s  m o n e y  w h i c h  i s  a p p r o v e d  t o  b e  r e i m b u rs e d  b y  S o u t h e a s t e r n  

S w i m m i n g .   B e  s u r e  t o  l i s t  t h e  a m o u n t ( s )  a n d  e x p l a n a t i o n ( s )  a n d  p r o v i d e  

r e c e i p t s .  

S i g n  a n d  d a t e  t h e  r e p o r t  a n d  s e n d  i t  t o  t h e  Tr e a s u r e r  o f  S o u t h e a s t e r n  

S w i m m i n g .   P r o m p t  s u b m i s s i o n  w i l l  m a ke  i t  e a s i e r  fo r  t h e  Tr e a s u r e r  t o  a p p r o v e  

e x p e n s e  r e i m b u rs e m e n t  a n d  i s s u e  a  c h e c k .  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



S O U T H E A S T E R N  S W I M M I N G  

I N D I V I D U A L  T R A V E L  A N D  E X P E N S E  R E I M B U R S E M E N T   W O R K S H E E T  

 

 

N A M E :  ___________________________________    S S N  _________________________________ 

 

A D D R E S S  ___________________________________   

 

C I T Y  ________________________________      S T  _____      Z I P  ______________ 

 

P H O N E  __________________________   E M A I L   ________________________________________ 

 

T R AV E L  

PURPOSE OF TRIP ________________________________  LOCATION  ___________________________ 

D AT E  o f  D E PA R T U R E  __________________  D AT E  o f  R E T U R N    ________________________ 

M O D E ( S )  o f  T R A N S P O R TAT I O N :   

____ Private  Car        Beginning  Odometer _______________ Ending  Odometer _____________  

Total Miles ___________ 

 

____ Rental  Car     Rental   Amount  $___________  Gas  $_______     Total  Amount:  $ ____________ 

 

____ Airplane       Ticket  Price  $ ________________ 

 

____ Shuttle/Local  Transportation      Amount   $ _________________ 

 

____ Parking      Amount   $ _________________ 

 

    TOTA L  T R A N S P O R TAT I O N    $ _________________ 

 



M E A L S ,  LO D G I N G ,  A N D  M I S C E L L A N E O U S  E X P E N S E S  

DATE LODGING BREAKFAST LUNCH DINNER MISC  AMT EXPLANATION  OF  MISC TOTAL 

                

                

                

                

                

                

                

                

                

TOTALS               

R e c e i p t s   r e q u i r e d   fo r   a l l   r e i m b u rs e m e n t s  

 

I certify that all information in this report is correct and accurately reflects 

legitimate expenses accruing to Southeastern Swimming. 

 

Signature of person preparing report: _______________________________  

Date of submission: ________________________ 

 

Send completed form and all 

supporting documentation to: 

Walter Smalley 

2911  Belfort 

Germantown, TN  38138 

by 20 August of the fiscal year. 

 


