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SC Swimming, Inc.

NON-ATHLETE REIMBURSEMENT

EXPLANATIONS

DATE

DESCRIPTION OF ITEM
NATURE - PLACE

BUSINESS PURPOSE NAMES AND RELATIONSHIPS OF PERSONS INCLUDED

AMOUNT

BUS. MEALS ENTER. MISC.

1 General - Refer to SCLSC Policy and Procedure Manual for
statement of policy on reimbursable expenses.
a. Receipted bill must be attached to support any item of
$25 or more. Receipts should be gathered for under $25

items when practical.
b. Reports must be typed or printed in ink.

¢. Include tips with cost of related items such as meals,

taxis, etc., where applicable.

2 From-To - Indicate origin and destination cof each business
trip. Expenses should be applied to each trip.

3 Transportation - Use this column for cost of transportation of
raul, air, bus, limo, car rental or use of personal car. Attach air
travel coupons. When practical, receipts for other forms of
transportation. For the use of personal auto, note mileage in
:From-To" column and calculate at current approved rate.
When using local transportation indicate mode in "From-To"

column, i.e. taxi, limo, etc.

4 Room - Recelpted bills must be attached. The cost shall not

exceed the area’s per diem

10

INSTRUCTIONS

Breakfast - Enter cost of meals for LSC member traveling overnight on
business and dining alone.

Lunch - Enter cost of meals for LSC member traveling overnight on
business and dining alone.

Dinner - Enter cost of meals for LSC member traveling overnight on
business and dining alone.

Total of Breakfast, Lunch and Dinner shall not exceed the area's per diem.

Business Meals - Explain above all expenses when purchasing meals for
LSC members only.

Entertainment - Explain above all expenses of business-related
entertainment. Entertainment is to be used when paying for persons other
than just LSC members (l.e. vendors, customers, etc.). Costs lo be shown
here include, but are not limited to, meals, drinks, lodging, event tickets,
and costs associated with outings.

Telephone and Fax - Enter costs of toll calls and faxes for conducting LSC
business.
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Miscellanecus - Use this column for all other reimbursable items of expense not
categorized above. Eamples of such items include parking, highway tolls, tips.
(Show details in "explanation” column.)

Purpose of Trip - State purpose of any trip covered by this report.
Submitted By - State LSC position, sign and date as indicated.

Less LSC Paid Items - Deduct from "Expense Totals" those items paid by the
LSC.

Less Advances - Deduct cash or check advances provided by the LSC.

Address / Telephene - Provided address where reimbursement shouid be mailed
and telephone number.

EMAIL - Provide email address in case of any questions regarding this
reimbursement request.

MAIL TO:

SC Swimming, Inc.

PO Box 1156

Canyon Country, CA 91386





