	SYNOD OF THE SOUTHWEST
Expense Report


	NAME __________________________

PAY TO: _________________________

(If other than above)
ADDRESS: ________________________

                   ________________________

PHONE:     ________________________
	
	_____________________________

Traveler’s Signature
_____________________________

Approver’s Signature

Date Submitted: ___________________





Purpose of Trip: _____________________
            

    Mo/Day/Yr  Mo/Day/Yr  Mo/Day/Yr  Mo/Day/Yr  Mo/Day/Yr  Mo/Day/Yr  Mo/Day/Yr      
	EXPENSE
	   
	
	
	
	
	
	
	   TOTALS

	Breakfast + Tip *
	
	
	
	
	
	
	
	

	Lunch + Tip *
	
	
	
	
	
	
	
	

	Dinner + Tip *
	
	
	
	
	
	
	
	


	Lodging
	
	
	
	
	
	
	
	

	Air Travel
	
	
	
	
	
	
	
	

	Mileage ____ 

   @ .35¢/ mile
	
	
	
	
	
	
	
	

	Tolls & Parking
	
	
	
	
	
	
	
	

	Telephone & Fax
	
	
	
	
	
	
	
	

	
Ground Trans- 
 portation & Tip *
	
	
	
	
	
	
	
	

	Miscellaneous **
	
	
	
	
	
	
	
	

	Gasoline
	
	
	
	
	
	
	
	

	TOTALS:
	
	
	
	
	
	
	
	


*   i.e, Super Shuttle, Taxi
* *List names and purpose for all expenses for more than one person, and also explain purpose for all miscellaneous disbursements.
	DATE
	AMOUNT
	EXPLANATION

	
	
	

	
	
	

	
	
	

	
	
	


	ACCOUNT
	DESCRIPTION
	AMOUNT

	         
	
	

	
	
	

	
	
	

	
	
	


OFFICE USE ONLY
Expense Reimbursement for Synod of the Southwest
1. Synod of the Southwest pays mileage at the rate of .35¢ per mile (car pool rate is .40¢), not to exceed the cost of discounted airfare.  Lodging is reimbursed at the double occupancy rate for those attending a meeting or event.  Those requiring single occupancy will be responsible for one-half of the room rate charged.

2. Please complete your name, address, phone, purpose of trip and date.

3. The Synod’s auditor requires that receipts for all reimbursable expenses such as airfare and lodging must be included.

4. If you have questions about reimbursement, please talk with Conrad Rocha or Mary Lynn Walters.

Synod of the Southwest
5901 Wyoming Blvd NE #J-319

Albuquerque, NM  87109
520-791-9600










