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ACS WASC EXPENSE REIMBURSEMENT FORM
NOTE: This form is NOT to be used for self-study visits in California. Self-study visits in California are reimbursed by the visited school. Check with the school first for reimbursement policies and forms to be used.
Explanation of Allowable Expenses: Necessary expenses for meals, lodging, and transportation will be paid by the Commission. Use of personal automobile is reimbursed at the rate of 57.5 cents per mile (but not to exceed the equivalent of economy air fare for long distance travel). This voucher is for actual personal necessary expenses incurred in the line of business and is to be given to the Chairperson of the Visiting Committee immediately following the visit for forwarding to the ACS WASC Office. DETAILED RECEIPTS must be attached for all claimed expenses: hotel, airfare, preauthorized rental car, meals, and other authorized expenses. Completed expense vouchers should be sent to the Burlingame ACS WASC Office for reimbursement.
Extraordinary expenses, e.g., additional hotel nights, car rental, etc., must be approved in advance by the ACS WASC Office.
Please fill in all information in space provided below.
	Name:
	     

	Address:
	     

	City/State/Zip:
	     

	Phone:
	     

	School Visited or Meeting Attended:
	     

	Above address is:     FORMCHECKBOX 
 Work    
 FORMCHECKBOX 
 Home


	
	Date:      
	Date:      
	Date:      
	Date:      
	Date:      
	Date:      
	TOTALS

	Hotel/Motel
	     
	     
	     
	     
	     
	     
	     

	Meals
	     
	     
	     
	     
	     
	     
	     

	Car Mileage x (57.5 cents)*
	      miles
	      miles
	      miles
	      miles
	      miles
	      miles
	     

	Other†
	     
	     
	     
	     
	     
	     
	     

	Remarks:      


* ACS WASC reimburses mileage per the Standard Mileage Rate set by the Federal Government; this amount is subject to change.

† Airport transportation, taxi, parking, etc. (indicate in Remarks)
	Total Daily Expenses (from chart above)
	
	$      

	
	
	

	Airfare: R.T. from      ___ to      ____
	
	$      

	
	
	

	Total Reimbursement Due:
	
	$      
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Signature: _     ________________________________
Date: _     ________
[Signature or printed name is required in order to process the reimbursement]
Approved: _     ________________________________
Date: _     ________
                       Visiting Committee Chairperson


Regulations for Reimbursement of 
Official Travel Expenses

	Food and Lodging:
	The cost of meals while doing business for the Commission will be reimbursed; alcoholic beverages may not be submitted for reimbursement. Charges for lodging are paid or reimbursed at the single-room rate.



	Transportation:
	Reimbursement will be made for use of private auto at the current rate of (57.5 cents) per mile for 2020. ACS WASC reimburses mileage per the Standard Mileage Rate set by the Federal Government; this amount is subject to change.


	Rental Car:
	Reimbursement for car rental will only be made for chairs of Hawaii schools. Any other rental car reimbursement requires advance approval from the ACS WASC Office.


	Expenses not Reimbursable:
	Personal expenses on a hotel bill such as movie rentals, laundry services, valet parking, alcoholic beverages, etc. may not be submitted to ACS WASC for reimbursement. 


	Travel Insurance:
	Insurance in the amount of $250,000 is provided by ACS WASC for accidental death while on official business for ACS WASC. Travel commences when an individual leaves the residence or place of employment, whichever occurs first, and ends upon return to the residence or place of employment, whichever occurs first. This coverage eliminates reimbursement for individual travel insurance.


	Receipts:
	Detailed receipts should be attached for all claimed expenses.


The Commission is committed to reimbursing visiting committee members for expenses in a timely manner. Your careful attention to completing and submitting the expense reimbursement forms immediately following a visit will assist us in meeting this commitment.
Thank you.
Accrediting Commission for Schools�Western Association of Schools and Colleges
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Acct #:         _______________
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