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             2017 EXPENSE REPORT 




	See reverse side for WSBA Expense Policy summary. Please fill out clearly and completely. Reimbursement checks will be payable only to the person incurring the expense, as documented by detailed receipts. Signed expense reports must be submitted within 60 days of incurring the expense; for expenses incurred in August and September, all forms must be submitted within 30 days of the WSBA fiscal year end (September 30).
To expedite reimbursement, email or mail this form, with receipts, directly to your staff liaison:

Washington State Bar Association, 1325 4th Avenue, Suite 600, Seattle, WA  98101-2539                   




	[bookmark: Check1][bookmark: __Fieldmark__11114_1766305002][bookmark: __Fieldmark__11114_1766305002][bookmark: __Fieldmark__11114_1766305002]|_|   WSBA Employee
	Make check payable to (print): 
[bookmark: Text12][bookmark: Text121][bookmark: Text12][bookmark: Text12]     

	[bookmark: __Fieldmark__11135_1766305002][bookmark: Check2][bookmark: __Fieldmark__11135_1766305002][bookmark: __Fieldmark__11135_1766305002]|_|  WSBA Board 
[bookmark: Check3][bookmark: __Fieldmark__11143_1766305002][bookmark: __Fieldmark__11143_1766305002][bookmark: __Fieldmark__11143_1766305002]|_|  Committee
[bookmark: Check4][bookmark: __Fieldmark__11149_1766305002][bookmark: __Fieldmark__11149_1766305002][bookmark: __Fieldmark__11149_1766305002]|_|  Council
[bookmark: __Fieldmark__11155_1766305002][bookmark: Check5][bookmark: __Fieldmark__11155_1766305002][bookmark: __Fieldmark__11155_1766305002]|_|  Taskforce
[bookmark: Check10][bookmark: __Fieldmark__11162_1766305002][bookmark: __Fieldmark__11162_1766305002][bookmark: __Fieldmark__11162_1766305002][bookmark: Text2251][bookmark: Text225][bookmark: Text225][bookmark: Text225]|_|   Other:       

	[bookmark: Check8][bookmark: __Fieldmark__11178_1766305002][bookmark: __Fieldmark__11178_1766305002][bookmark: __Fieldmark__11178_1766305002]|_|   CLE
[bookmark: __Fieldmark__11184_1766305002][bookmark: __Fieldmark__11184_1766305002][bookmark: __Fieldmark__11184_1766305002]|_|   Section
[bookmark: __Fieldmark__11190_1766305002][bookmark: Check9][bookmark: __Fieldmark__11190_1766305002][bookmark: __Fieldmark__11190_1766305002]|_|   Witness
[bookmark: Check6][bookmark: __Fieldmark__11197_1766305002][bookmark: __Fieldmark__11197_1766305002][bookmark: __Fieldmark__11197_1766305002]|_|  Panel

	[bookmark: __Fieldmark__11208_1766305002][bookmark: __Fieldmark__11208_1766305002][bookmark: __Fieldmark__11208_1766305002]Street Address, including City, State, Zip: |_|Check if new address
[bookmark: Text131][bookmark: Text13][bookmark: Text13][bookmark: Text13]                                                                                                             

	
	
	E-mail:
[bookmark: Text1521][bookmark: Text152][bookmark: Text152][bookmark: Text152]     
	Bar #:  
[bookmark: Text154][bookmark: Text1541][bookmark: Text154][bookmark: Text154]     
	Phone:
[bookmark: Text153][bookmark: Text1531][bookmark: Text153][bookmark: Text153]     

	
	
	By my signature below, I represent that these expenses comply with the WSBA Expense Policy and have not been reimbursed by any other source:
[bookmark: __Fieldmark__11260_1766305002][bookmark: __Fieldmark__11260_1766305002][bookmark: __Fieldmark__11260_1766305002]|_| Please check to acknowledge electronic signature

[bookmark: Text215][bookmark: Text2151][bookmark: _GoBack][bookmark: Text215][bookmark: Text215][bookmark: Text218][bookmark: Text2181][bookmark: Text218][bookmark: Text218]X                                                                                                                            Date:        

	Staff Liaison:  
[bookmark: Text111][bookmark: Text11][bookmark: Text11][bookmark: Text11]     
	



EXPENSE REIMBURSEMENT REQUEST (Detailed receipts required) – Use Ink Only
	Expense Date:
	[bookmark: b11][bookmark: b1][bookmark: b1][bookmark: b1]     
	[bookmark: c1][bookmark: c11][bookmark: c1][bookmark: c1]     
	[bookmark: d1][bookmark: d11][bookmark: d1][bookmark: d1]     
	[bookmark: e1][bookmark: e11][bookmark: e1][bookmark: e1]     
	[bookmark: f1][bookmark: f11][bookmark: f1][bookmark: f1]     
	Category Totals

	Event Date:
	[bookmark: b2][bookmark: b21][bookmark: b2][bookmark: b2]     
	[bookmark: c2][bookmark: c21][bookmark: c2][bookmark: c2]     
	[bookmark: __Fieldmark__11423_1766305002][bookmark: __Fieldmark__11423_1766305002][bookmark: __Fieldmark__11423_1766305002]     
	[bookmark: __Fieldmark__11431_1766305002][bookmark: __Fieldmark__11431_1766305002][bookmark: __Fieldmark__11431_1766305002]     
	[bookmark: __Fieldmark__11439_1766305002][bookmark: __Fieldmark__11439_1766305002][bookmark: __Fieldmark__11439_1766305002]     
	

	Event Name:
	[bookmark: b31][bookmark: b3][bookmark: b3][bookmark: b3]     
	[bookmark: c3][bookmark: c31][bookmark: c3][bookmark: c3]     
	[bookmark: Text162][bookmark: Text1621][bookmark: Text162][bookmark: Text162]     
	[bookmark: __Fieldmark__11479_1766305002][bookmark: __Fieldmark__11479_1766305002][bookmark: __Fieldmark__11479_1766305002]     
	[bookmark: __Fieldmark__11487_1766305002][bookmark: __Fieldmark__11487_1766305002][bookmark: __Fieldmark__11487_1766305002]     
	

	Event Location:
	[bookmark: b41][bookmark: b4][bookmark: b4][bookmark: b4]     
	[bookmark: c41][bookmark: c4][bookmark: c4][bookmark: c4]     
	[bookmark: Text1651][bookmark: Text165][bookmark: Text165][bookmark: Text165]     
	[bookmark: __Fieldmark__11527_1766305002][bookmark: __Fieldmark__11527_1766305002][bookmark: __Fieldmark__11527_1766305002]     
	[bookmark: __Fieldmark__11535_1766305002][bookmark: __Fieldmark__11535_1766305002][bookmark: __Fieldmark__11535_1766305002]     
	

	Transportation
	Auto Mileage Total 
($ 0.535/mi )
	[bookmark: c5][bookmark: c51][bookmark: c5][bookmark: c5]       miles
	[bookmark: d51][bookmark: d5][bookmark: d5][bookmark: d5]       miles
	[bookmark: e5][bookmark: e51][bookmark: e5][bookmark: e5]       miles
	[bookmark: f51][bookmark: f5][bookmark: f5][bookmark: f5]       miles
	[bookmark: g5][bookmark: g51][bookmark: g5][bookmark: g5]       miles
	

	
	
	[bookmark: __Fieldmark__11604_1766305002]
	[bookmark: __Fieldmark__11607_1766305002]
	[bookmark: __Fieldmark__11610_1766305002]
	[bookmark: __Fieldmark__11613_1766305002]
	[bookmark: __Fieldmark__11616_1766305002]
	[bookmark: __Fieldmark__11619_1766305002]

	
	Ground Transportation, 
Parking, Tolls 
	[bookmark: c71][bookmark: c7][bookmark: c7][bookmark: c7][bookmark: __Fieldmark__11634_1766305002]     
	[bookmark: d7][bookmark: d71][bookmark: d7][bookmark: d7][bookmark: __Fieldmark__11646_1766305002]     
	[bookmark: e7][bookmark: e71][bookmark: e7][bookmark: e7][bookmark: __Fieldmark__11658_1766305002]     
	[bookmark: f7][bookmark: f71][bookmark: f7][bookmark: f7][bookmark: __Fieldmark__11670_1766305002]     
	[bookmark: g71][bookmark: g7][bookmark: g7][bookmark: g7]     
	[bookmark: __Fieldmark__11683_1766305002]

	
	Airfare 
(coach/economy only)
	[bookmark: Text174][bookmark: Text1741][bookmark: Text174][bookmark: Text174][bookmark: __Fieldmark__11697_1766305002]     
	[bookmark: Text175][bookmark: Text1751][bookmark: Text175][bookmark: Text175][bookmark: __Fieldmark__11709_1766305002]     
	[bookmark: Text176][bookmark: Text1761][bookmark: Text176][bookmark: Text176][bookmark: __Fieldmark__11721_1766305002]     
	[bookmark: __Fieldmark__11729_1766305002][bookmark: __Fieldmark__11729_1766305002][bookmark: __Fieldmark__11729_1766305002][bookmark: __Fieldmark__11731_1766305002]     
	[bookmark: __Fieldmark__11739_1766305002][bookmark: __Fieldmark__11739_1766305002][bookmark: __Fieldmark__11739_1766305002]     
	[bookmark: __Fieldmark__11742_1766305002]

	Meals
	Breakfast (up to $12)
	[bookmark: Text1771][bookmark: Text177][bookmark: Text177][bookmark: Text177][bookmark: __Fieldmark__11757_1766305002]     
	[bookmark: __Fieldmark__11765_1766305002][bookmark: __Fieldmark__11765_1766305002][bookmark: __Fieldmark__11765_1766305002][bookmark: __Fieldmark__11767_1766305002]     
	[bookmark: __Fieldmark__11775_1766305002][bookmark: __Fieldmark__11775_1766305002][bookmark: __Fieldmark__11775_1766305002][bookmark: __Fieldmark__11777_1766305002]     
	[bookmark: __Fieldmark__11785_1766305002][bookmark: __Fieldmark__11785_1766305002][bookmark: __Fieldmark__11785_1766305002][bookmark: __Fieldmark__11787_1766305002]     
	[bookmark: __Fieldmark__11795_1766305002][bookmark: __Fieldmark__11795_1766305002][bookmark: __Fieldmark__11795_1766305002]     
	[bookmark: __Fieldmark__11798_1766305002]

	
	Lunch (up to $18)
	[bookmark: __Fieldmark__11807_1766305002][bookmark: __Fieldmark__11807_1766305002][bookmark: __Fieldmark__11807_1766305002][bookmark: __Fieldmark__11809_1766305002]    
	[bookmark: __Fieldmark__11817_1766305002][bookmark: __Fieldmark__11817_1766305002][bookmark: __Fieldmark__11817_1766305002][bookmark: __Fieldmark__11819_1766305002]     
	[bookmark: __Fieldmark__11827_1766305002][bookmark: __Fieldmark__11827_1766305002][bookmark: __Fieldmark__11827_1766305002][bookmark: __Fieldmark__11829_1766305002]     
	[bookmark: __Fieldmark__11837_1766305002][bookmark: __Fieldmark__11837_1766305002][bookmark: __Fieldmark__11837_1766305002][bookmark: __Fieldmark__11839_1766305002]     
	[bookmark: __Fieldmark__11847_1766305002][bookmark: __Fieldmark__11847_1766305002][bookmark: __Fieldmark__11847_1766305002]     
	[bookmark: __Fieldmark__11850_1766305002]

	
	Dinner (up to $36)
	[bookmark: __Fieldmark__11860_1766305002][bookmark: __Fieldmark__11860_1766305002][bookmark: __Fieldmark__11860_1766305002][bookmark: __Fieldmark__11862_1766305002]     
	[bookmark: __Fieldmark__11870_1766305002][bookmark: __Fieldmark__11870_1766305002][bookmark: __Fieldmark__11870_1766305002][bookmark: __Fieldmark__11872_1766305002]     
	[bookmark: __Fieldmark__11880_1766305002][bookmark: __Fieldmark__11880_1766305002][bookmark: __Fieldmark__11880_1766305002][bookmark: __Fieldmark__11882_1766305002]     
	[bookmark: __Fieldmark__11890_1766305002][bookmark: __Fieldmark__11890_1766305002][bookmark: __Fieldmark__11890_1766305002][bookmark: __Fieldmark__11892_1766305002]     
	[bookmark: __Fieldmark__11900_1766305002][bookmark: __Fieldmark__11900_1766305002][bookmark: __Fieldmark__11900_1766305002]     
	[bookmark: __Fieldmark__11903_1766305002]

	Lodging (up to $175/night; 
$200/night in Seattle; + tax)
	[bookmark: __Fieldmark__11921_1766305002][bookmark: __Fieldmark__11921_1766305002][bookmark: __Fieldmark__11921_1766305002][bookmark: __Fieldmark__11923_1766305002]     
	[bookmark: __Fieldmark__11931_1766305002][bookmark: __Fieldmark__11931_1766305002][bookmark: __Fieldmark__11931_1766305002][bookmark: __Fieldmark__11933_1766305002]     
	[bookmark: __Fieldmark__11941_1766305002][bookmark: __Fieldmark__11941_1766305002][bookmark: __Fieldmark__11941_1766305002][bookmark: __Fieldmark__11943_1766305002]     
	[bookmark: __Fieldmark__11951_1766305002][bookmark: __Fieldmark__11951_1766305002][bookmark: __Fieldmark__11951_1766305002][bookmark: __Fieldmark__11953_1766305002]     
	[bookmark: __Fieldmark__11961_1766305002][bookmark: __Fieldmark__11961_1766305002][bookmark: __Fieldmark__11961_1766305002]     
	[bookmark: __Fieldmark__11964_1766305002]

	Other Expenses (itemize):
[bookmark: Text2201][bookmark: Text220][bookmark: Text220][bookmark: Text220]     
[bookmark: Text221][bookmark: Text2211][bookmark: Text221][bookmark: Text221]     

[bookmark: Text222][bookmark: Text2221][bookmark: Text222][bookmark: Text222]     
	[bookmark: __Fieldmark__12004_1766305002][bookmark: __Fieldmark__12004_1766305002][bookmark: __Fieldmark__12004_1766305002]     
	[bookmark: __Fieldmark__12012_1766305002][bookmark: __Fieldmark__12012_1766305002][bookmark: __Fieldmark__12012_1766305002][bookmark: __Fieldmark__12014_1766305002]     
	[bookmark: __Fieldmark__12022_1766305002][bookmark: __Fieldmark__12022_1766305002][bookmark: __Fieldmark__12022_1766305002][bookmark: __Fieldmark__12024_1766305002]     
	[bookmark: __Fieldmark__12032_1766305002][bookmark: __Fieldmark__12032_1766305002][bookmark: __Fieldmark__12032_1766305002][bookmark: __Fieldmark__12034_1766305002]     
	[bookmark: __Fieldmark__12042_1766305002][bookmark: __Fieldmark__12042_1766305002][bookmark: __Fieldmark__12042_1766305002]     
	[bookmark: __Fieldmark__12045_1766305002]

	
	[bookmark: __Fieldmark__12053_1766305002][bookmark: __Fieldmark__12053_1766305002][bookmark: __Fieldmark__12053_1766305002]     
	[bookmark: __Fieldmark__12061_1766305002][bookmark: __Fieldmark__12061_1766305002][bookmark: __Fieldmark__12061_1766305002]     
	[bookmark: __Fieldmark__12069_1766305002][bookmark: __Fieldmark__12069_1766305002][bookmark: __Fieldmark__12069_1766305002]     
	[bookmark: __Fieldmark__12077_1766305002][bookmark: __Fieldmark__12077_1766305002][bookmark: __Fieldmark__12077_1766305002]     
	[bookmark: __Fieldmark__12085_1766305002][bookmark: __Fieldmark__12085_1766305002][bookmark: __Fieldmark__12085_1766305002]     
	[bookmark: __Fieldmark__12088_1766305002]

	
	[bookmark: __Fieldmark__12096_1766305002][bookmark: __Fieldmark__12096_1766305002][bookmark: __Fieldmark__12096_1766305002]     
	[bookmark: __Fieldmark__12104_1766305002][bookmark: __Fieldmark__12104_1766305002][bookmark: __Fieldmark__12104_1766305002][bookmark: __Fieldmark__12106_1766305002]     
	[bookmark: __Fieldmark__12114_1766305002][bookmark: __Fieldmark__12114_1766305002][bookmark: __Fieldmark__12114_1766305002][bookmark: __Fieldmark__12116_1766305002]     
	[bookmark: __Fieldmark__12124_1766305002][bookmark: __Fieldmark__12124_1766305002][bookmark: __Fieldmark__12124_1766305002][bookmark: __Fieldmark__12126_1766305002]     
	[bookmark: __Fieldmark__12134_1766305002][bookmark: __Fieldmark__12134_1766305002][bookmark: __Fieldmark__12134_1766305002]     
	[bookmark: __Fieldmark__12137_1766305002]

	
	Totals
	[bookmark: __Fieldmark__12142_1766305002][bookmark: __Fieldmark__12144_1766305002]
	[bookmark: __Fieldmark__12147_1766305002][bookmark: __Fieldmark__12149_1766305002]
	[bookmark: __Fieldmark__12152_1766305002][bookmark: __Fieldmark__12154_1766305002]
	[bookmark: __Fieldmark__12157_1766305002]
	[bookmark: __Fieldmark__12160_1766305002]
	[bookmark: __Fieldmark__12163_1766305002][bookmark: TotDailyExp]



	FOR WSBA USE ONLY – DO NOT WRITE BELOW THIS LINE

	[bookmark: __Fieldmark__12418_1766305002][bookmark: __Fieldmark__12418_1766305002][bookmark: __Fieldmark__12418_1766305002][bookmark: Text1811][bookmark: Text181][bookmark: Text181][bookmark: Text181]Submitted by:                                                       Date:       

	[bookmark: __Fieldmark__12441_1766305002][bookmark: __Fieldmark__12441_1766305002][bookmark: __Fieldmark__12441_1766305002][bookmark: __Fieldmark__12449_1766305002][bookmark: __Fieldmark__12449_1766305002][bookmark: __Fieldmark__12449_1766305002][bookmark: Text2171][bookmark: Text217][bookmark: Text217][bookmark: Text217][bookmark: __Fieldmark__12471_1766305002][bookmark: __Fieldmark__12471_1766305002][bookmark: __Fieldmark__12471_1766305002]Approved by:                                                        Date:                  Rush approval:                                                              Date:      

	ACCOUNT NAME
	ACCOUNT #
	DEPT.
	JOB CODE
	BAR #
	AMOUNT

	[bookmark: Text1821][bookmark: Text182][bookmark: Text182][bookmark: Text182]     
	[bookmark: Text1871][bookmark: Text187][bookmark: Text187][bookmark: Text187]     
	[bookmark: Text1921][bookmark: Text192][bookmark: Text192][bookmark: Text192]     
	[bookmark: Text1971][bookmark: Text197][bookmark: Text197][bookmark: Text197]     
	[bookmark: Text2021][bookmark: Text202][bookmark: Text202][bookmark: Text202]     
	[bookmark: Text207][bookmark: Text2071][bookmark: Text207][bookmark: Text207]      

	[bookmark: Text183][bookmark: Text1831][bookmark: Text183][bookmark: Text183]     
	[bookmark: Text188][bookmark: Text1881][bookmark: Text188][bookmark: Text188]     
	[bookmark: Text1931][bookmark: Text193][bookmark: Text193][bookmark: Text193]     
	[bookmark: Text198][bookmark: Text1981][bookmark: Text198][bookmark: Text198]     
	[bookmark: Text203][bookmark: Text2031][bookmark: Text203][bookmark: Text203]     
	[bookmark: Text2081][bookmark: Text208][bookmark: Text208][bookmark: Text208]     

	[bookmark: Text184][bookmark: Text1841][bookmark: Text184][bookmark: Text184]     
	[bookmark: Text1891][bookmark: Text189][bookmark: Text189][bookmark: Text189]     
	[bookmark: Text194][bookmark: Text1941][bookmark: Text194][bookmark: Text194]     
	[bookmark: Text1991][bookmark: Text199][bookmark: Text199][bookmark: Text199]     
	[bookmark: Text204][bookmark: Text2041][bookmark: Text204][bookmark: Text204]     
	[bookmark: Text209][bookmark: Text2091][bookmark: Text209][bookmark: Text209]      

	[bookmark: Text185][bookmark: Text1851][bookmark: Text185][bookmark: Text185]     
	[bookmark: Text1901][bookmark: Text190][bookmark: Text190][bookmark: Text190]     
	[bookmark: Text195][bookmark: Text1951][bookmark: Text195][bookmark: Text195]     
	[bookmark: Text2001][bookmark: Text200][bookmark: Text200][bookmark: Text200]     
	[bookmark: Text205][bookmark: Text2051][bookmark: Text205][bookmark: Text205]     
	[bookmark: Text2101][bookmark: Text210][bookmark: Text210][bookmark: Text210]      

	[bookmark: Text1861][bookmark: Text186][bookmark: Text186][bookmark: Text186]     
	[bookmark: Text1911][bookmark: Text191][bookmark: Text191][bookmark: Text191]     
	[bookmark: Text1961][bookmark: Text196][bookmark: Text196][bookmark: Text196]     
	[bookmark: Text2011][bookmark: Text201][bookmark: Text201][bookmark: Text201]     
	[bookmark: Text2061][bookmark: Text206][bookmark: Text206][bookmark: Text206]     
	[bookmark: Text2111][bookmark: Text211][bookmark: Text211][bookmark: Text211]      

	Date Rec’d in AP  
	Vendor # 
	[bookmark: __Fieldmark__12789_1766305002]Total: 



	WSBA/FINANCE 10.26.16

SUMMARY OF WSBA EXPENSE POLICY 

GENERAL PRINCIPLE

WSBA depends upon and values the time and talent of its employees and volunteers. As a steward of member funds, WSBA asks for employees and volunteers to help save costs. WSBA will reimburse out-of-pocket expenses incurred in connection with WSBA business or meetings that are: (1) reasonable, (2) necessary, and (3) appropriately documented,  as set forth in the WSBA Expense Policy. WSBA will not reimburse expenses that are reimbursed from another source; and will not reimburse expenses incurred by spouses, domestic partners or guests, except as otherwise provided by the WSBA Expense Policy.                    

REIMBURSABLE EXPENSES

In accordance with IRS requirements, any person seeking reimbursement from WSBA must submit a signed, dated WSBA Expense Report, supported by detailed receipts. In the absence of a detailed receipt, up to $75 may be reimbursed for an expense by completing the Expense Affidavit Form below. 
   
Meetings: WSBA encourages virtual meetings whenever feasible to accomplish committee, task force, panel, council and section work. For face-to-face meetings, WSBA will reimburse:  (1) chairs for their travel expenses; and (2) non-chair members only for meetings (a) scheduled for 3 hours or more, or (b) for travel 50 miles or more one way.   Reimbursement of travel expenses to board, committee, task force, council, panel and section members residing out of state to attend their meetings is limited to the approximate cost of in-state travel.

Transportation: If travel is necessary, WSBA will reimburse the lesser of coach-economy air fare or auto mileage. If you drive, WSBA will not reimburse for lodging en route, and will only reimburse the lesser cost of coach-economy airfare.  Reimbursement for out-of-state meeting travel is limited to the approximate cost of in-state travel (the cost of traveling from the nearest Washington border).  

1. Auto Mileage will be reimbursed at the IRS Standard Mileage Rate.  Carpooling is encouraged.

2. Rental Cars/Other may be used only when economical compared to other modes of local transportation or if local transportation is nonexistent. Rental charges should be net of any discounts and will be limited to the rental cost of compact or standard-size cars. Reimbursement for any other method of travel (e.g., train) will be reimbursed for the cost of the most economical method of travel. 

3. Ground transportation, parking, tolls: If travel is by air, please park and shuttle economically. WSBA will reimburse longer term airport parking at the lower of actual parking costs or an airport shuttle to/from your home.  

4. Airfare: WSBA will only reimburse coach/economy-class air fares. Please book well in advance to obtain lowest possible fares. WSBA reserves the right not to fully reimburse for fares booked less than two weeks in advance of travel. WSBA will not reimburse for use of frequent flyer coupons or air miles. (Receipt must include name of passenger, credit card used for payment, confirmation that flight was paid in full, date of flight, and departure and destination locations. Credit card statements are not sufficient.)

Lodging: If an overnight stay is necessary (contact your Staff Liaison in advance with any questions), WSBA will reimburse up to the amounts noted on the front page of this Expense Report. Ask your Staff Liaison about WSBA negotiated rates at area hotels. WSBA will not reimburse incidental charges such as entertainment, personal phone calls, etc. (Reimbursement receipts must include name/location of hotel, guest name(s), date(s) of stay, and breakdown of charges for lodging, meals, telephones, and incidentals).

Meals: WSBA will reimburse meal expenses (including gratuity), up to the amounts noted on the front page of this Expense Report. In the event of lost receipts, WSBA will reimburse the lower of these rates or the federal per diem rate for the location in which the meal expense was incurred (see www.gsa.gov/perdiem). All-day travelers may reallocate per-meal allowances (e.g., spend more on lunch; less on dinner). Alcohol will not be reimbursed and must be segregated from meal expenses. Identify all individuals included in a meal reimbursement request.  

Other expenses: WSBA will reimburse necessary out-of-pocket office expenses with receipts (actual copying charges up to 15 cents a page; faxes up to 25 cents a page, with a $5 maximum). WSBA will not reimburse standard office services (e.g., voice mail, telephone connections), personnel costs or professional services. 

	The WSBA has an Accommodation Fund available to all members with disabilities to support accessibility and ensure reasonable accommodation for their participation in WSBA services, programs and events; including sign language interpretation, sound enhancement, or personal companions. To request an accommodation, contact your Staff Liaison. 





	EXPENSE AFFIDAVIT FORM 
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