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 EXPENSE REIMBURSEMENT FORM 
Name:

Address:

Purpose:


Dates:




Directions: Please attach receipts or other payment verification for the items marked with an asterisk (*) and mail to CNME at the address below.  For meals and telephone expenses charged to your hotel room, you may include the expenses under “Lodging”; it is not necessary to deduct them from your hotel bill and list them separately.

For expenses in Canada:  If some of your expenses were in Canadian dollars, you have two options.  (1) You may fill in the Canadian amounts in the second column (Canadian) and total the U.S. and Canadian amounts separately. CNME will then convert the total Canadian amount to U.S. dollars and add the amount to your total for U.S. dollars. Or (2) you may convert the Canadian amounts to U.S. dollars, using the exchange rate (or an approximate exchange rate) that governed the transaction, then list the expenses in the column for U.S. dollars. Canadian vendors frequently have their own exchange rates; if you paid a Canadian expense in U.S. dollars, enter the expense under “U.S.” in the actual amount of U.S. currency you paid. 
    U.S.     or 
Canadian

Personal auto (______ miles at U.S. $0.56/mile)


$_______
$_______

*Airline, rail, bus




 
$_______
$_______

*Airport parking






$_______
$_______

*Airport taxi or shuttle




 
$_______
$_______

*Lodging (include meals and phone charged to room)

$_______
$_______

*Meals (total for meals not charged to room)


$_______
$_______

Telephone (total for calls not charged to room)


$_______
$_______

Tips







$_______
$_______

Other (e.g., honorarium amount):

1. _________________________________________

$_______
$_______

2. _________________________________________

$_______
$_______

                       TOTAL:
$_______
$_______

Signature _________________________________     
Date_________________

Thank You!
Revised January 2021
[image: image2.png]COUNCIL ON NATUROPATHIC MEDICAL EDUCATION

iy~
P.O. Box 178, Great Barrington, MA 01230 1413.528.8877 1 413.528.8880 rax





