CMOP EXPENSE REIMBURSEMENT FORM

**Original receipts required for all expenses except mileage**

If you have receipts to include, please attach originals to this form and mail to: 

Linda Cowan, CMOP c/o SOCM, 2507 Mineral Springs Ave., Suite D, Knoxville, TN 37917

Keep copies of all your receipts & reimbursement requests for your records.

If request is for mileage or airfare only, e-mail form to: Linda Cowan, linda@socm.org
Date Submitted:
Reimbursement check payable to (name):

Mailing Address:

Phone: 


e-mail: 

TRAVEL EXPENSES:

Event:


Date: 
Private automobile:  number of miles 
 x .50/mile = $
Other (auto rental or meals):
__________________________________ = $_________

__________________________________ = $_________

__________________________________ = $_________

SUBTOTAL TRAVEL: $
NON-TRAVEL EXPENSES:

Date:

Expenses:

__________________________________ = $_________

__________________________________ = $_________

SUBTOTAL OTHER:
$


TOTAL ALL EXPENSES:        $
CMOP Travel Reimbursement Process:

CMOP is a partnership of grassroots organizations and requests that all requests for reimbursement be made in keeping with the spirit and best interests of that partnership. 

We request everyone who's asking for travel reimbursement stay for the entire length of the workshop. We request that anyone who cannot stay the entire time give advance notice and cause.

If a participating group or individual drives their vehicle, CMOP reimburses for mileage (@ .50/mile).

If a participating group or individual rents a vehicle, we reimburse the cost of a rental car plus gas receipts.

Original receipts required for reimbursement of all expenses except mileage.

We reimburse for meals that must be purchased while traveling at the following rates: $10 for breakfast or lunch; $15 for supper. We don’t reimburse for alcohol. 

We request everyone keep their expenses to the minimum feasible by carpooling whenever possible, and by locating the most economical rental rates for the size group that's traveling.

We expect that some attendees will have to travel by air. We ask that everyone keep their expenses to the minimum by purchasing fares as far in advance as is feasible.

Thank you!

