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TRAVEL REIMBURSEMENT FORM
May 28-May 29, 2019 
Washington, DC
NIEER will reimburse you for the following:

· Hotel: Up to 2 nights hotel reimbursement for the Westin Long Beach at Roundtable room rate of $187/night plus tax.  Reference: CCSO 2019 National Roundtable when booking your hotel. Hotel must be booked directly by individuals.
· Ground transportation. Reimbursement may be requested for ground transportation from the traveler's home, or from their work site to the airport, bus, or train station; from the airport to the meeting hotel; from the meeting to the airport; and home, with itemized receipt showing the addresses.

· Meals not to exceed $28/meal not including alcohol, with an original receipt, for two evening meals.
· Miscellaneous- baggage fees, parking at the airport/train, see below for additional information. 

What is NOT covered:

· Your agencies have agreed to make and pay your flights.

· TH night hotel

· $75 membership in NAECS-SDE

· $200 registration fee
Submit this form with ORIGINAL receipts within 30 days of the conclusion of the meeting and we will issue you a reimbursement for the costs. 
Email scanned copy to Tracy Jost at tracyjost@comcast.net
MAIL with Original Itemized Receipts to:  

Louise Hornecker
NIEER/Rutgers

73 Easton Avenue 

New Brunswick, NJ 08901
Meeting Dates 
May 28-29






Project Number- 




     
Name:
_____________________________________________________

Address:
_____________________________________________________



_____________________________________________________

Expenses

Hotel

_____________________________________________________

Mileage:
______________________________________miles@ $.580
Ground Transportation:
______________________________________ 

Meals:
______________________________________

Miscellaneous: ___________________________________
TOTAL
____________
� See Rutgers University Travel Reimbursement Polices here for more information https://procurementservices.rutgers.edu/travel/reporting-travel-expenses
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