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NWAIS Retreat-Style Workshops’

Travel Share Reimbursement Form
· Instructions for Meeting Participant: Please complete the Expense Worksheet portion of this form and submit along with copies of all receipts to your school’s business office within two weeks of the conference.  Your school should reimburse you directly for your expenses.

· Instructions for School’s Business Office: If the participant’s expense total is over $150.00, please send the completed Expense Worksheet form along with copies of receipts to NWAIS.  NWAIS will fill in the Chart Calculation portion of this form and issue the school a credit. This credit will be reflected on your account and may be used against any NWAIS charges. The form must be received within three weeks of the conference date to qualify for Travel Share Reimbursement. 

Email, mail, or fax form and receipts to:
Julie Ann McGuire, Business Manager

                                                                                      NWAIS

                                                                                      5001 California Ave SW, Suite 112

                                                                                      Seattle, WA 98136

                                                                                      E-mail: jmcguire@nwais.org

                                                                                      Fax:  206-324-4863

                    Questions? Please call the NWAIS office at (206) 323-6137 or e-mail Julie at jmcguire@nwais.org.

EXPENSE WORKSHEET
Please attach all receipts. Please note that NWAIS cannot reimburse amounts without a proper receipt.
Indicate your means of travel and cost. Please note this travel reimbursement plan does not include any lodging or food related costs.

Name:_____________________________ School:__________________________________
Today’s Date:_______________________ Event Date:______________________________

Name of Event:______________________ Location:________________________________

⁭
Plane:








 $


⁭
Train:








 $



⁭
Auto-Rental:






 $


⁭
Auto-Personal Mileage: Miles Traveled

     X  .53.5¢*  $




*mileage amount reflects the 2017  current IRS business standard mileage reimbursement rate

⁭
Taxi, Parking, Ferry, Gas (for rental car) & other Misc. Costs
 $

















TOTAL AMOUNT OF RECEIPTS SUBMITTED*            
$


            *Actual Travel Reimbursement Credit will be based on below chart calculations

NWAIS Travel Share Policy for Retreat Style Workshops

The NWAIS travel reimbursement policy, also termed Travel Share, is designed to reimburse candidate and accredited member schools for some costs incurred by any attendee of a retreat-style workshop (i.e. any workshop longer than one day) and the annual Self Study Coordinator Workshop. It is meant to reimburse only for travel costs, not the cost of rooms and meals.
1. Schools within 250 miles of the meeting/conference and those with travel costs of $150.00 or less will not be eligible for any reimbursement of travel costs.

2. Schools with travel costs between $150.01 and $300.00 will be eligible for a 50% reimbursement of travel costs over $150.00.

3. 
Schools with travel costs between $300.01 and $600.00 will be eligible for a reimbursement of $75 ($150 x 50%) plus 75% of the amount over $300.

4. 
Schools spending $600 or more in travel costs will receive $300 in travel reimbursement. There will be no additional reimbursement for amounts over $600.00.
This policy applies to a school’s total travel expenses no matter how many people the school sends to the workshop.
_____________________
NWAIS Office Use Only: Chart Calculation for School Credit
	 
	Fill In Total Travel Costs
	 
	Less Base Amount
	Sub-Total 
	% Reimbursement
	Sub-Total 
	 
	Plus Additional Amount
	Total Credit Issued 

	If total is between: $  0.00 -$150.00 
	$
	 -
	(150.00)  =
	$0.00
	X
	0%      =
	$           0.00
	 +
	$0.00    = 
	$        0.00 

	If total is between: $150.01-$300.00 
	$
	 -
	(150.00)  =
	$
	X
	50%    =
	$
	 +
	$0.00    = 
	$

	If total is between: $300.01-$600.00 
	$
	 -
	(300.00)  =
	$
	X
	75%    =
	$
	 +
	$75.00  = 
	$

	If total is between: $600.00-and above
	$
	 -
	     n/a    =
	n/a
	X
	0%      =
	n/a
	 +
	$0.00    = 
	$    300.00 


