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College Board Reimbursement

Please fill out the following information in order to be eligible to receive reimbursement for professional meetings. Only typed reimbursement forms will be accepted.  Place a check mark in the boxes as you complete each step and be sure to read this document in its entirety to ensure you know the qualifications for reimbursement. 
· College Board Reimbursement application.   Please make sure every page is filled out in its entirety, including the expense worksheet.  Don’t forget to sign and date in the allotted space after you have read the entire document!!
· Photocopied sheet of all receipts for registration fees, travel expenses and hotel accommodations.  Food expenses do NOT qualify for reimbursement.

· An original or photocopied agenda from the meeting.
Late or  incomplete applications will not be considered. Please submit a separate application for each meeting that you attend. The document is 5 pages. 

You must submit your completed application to the College Board Vice President’s mailbox:

Twin Cities: Melissa Katzenberger, PDIII (katze026@umn.edu) 

Duluth: Allison Scott, PDIII (scott488@d.umn.edu)  
Please contact either of the College Board Vice Presidents if you have any questions about anything associated with reimbursement for professional meetings.  Applications are due within two weeks of returning from the professional meeting, except when indicated otherwise. The deadlines for the respective meetings can also be found on the College Board website. No exceptions will be made for the time limit for submission. No electronic submissions will be allowed, so please plan accordingly. 

Keep in mind, the reimbursement fund consists of money derived from Century Mortar Club, GAPSA and foundation funds designated to student development. Partial reimbursement will be based on the total cost of attendance at meetings, the amount of students who attend the meeting and the total number of meetings that students attend throughout the year. All reimbursement will be dispersed in May of each academic year.  
Reimbursement for registration fees:

Keep in mind that you are responsible for registering for the event(s) of interest by the required deadlines. The most economical registration will be accepted for reimbursement (i.e. early bird). If you register late for an event, the late fee will not be considered for reimbursement. Miscellaneous fees in addition to the event registration fee (i.e. fees for registering online) will not be considered for reimbursement.

Reimbursement for travel:

By plane- Be sure to keep all receipts for airfare and submit with your application. 

By car- The cost of gas is the only expense that will be considered for reimbursement. You will not be reimbursed for food, parking nor any car repairs and/or standard maintenance required on your vehicle. Students reserve the right to travel by car at their own risk. If you choose to travel in a group, all gas receipts and a list of who traveled along will be required. This is to ensure that we are only reimbursing once per car. 

By other transportation- (taxi, shuttle, bus, etc…) – the cost of these transportations will be considered for reimbursement for a maximum of one trip from the airport and one trip back to the airport. Taxi/bus, etc. fares outside of travel to/from the airport will not be considered for reimbursement. You will need to submit all receipts with your application.

Reimbursement for hotel accommodations:

Hotel expenses will be reimbursed based on one-quarter of the United Sates government per diem guidelines or what your share of the hotel expenses was, whatever is the cheaper amount. These guidelines can be viewed at http://www.gsa.gov/perdiem. All receipts and a list of who stayed in the room will be required. Per diem rates will be based on four people per room. A list of all people who stayed in the room is required to ensure that we are only reimbursing once per room. Refer to the College Board website (www.umncollegeboard.com) for the reimbursable per diem rates for each meeting and a sample calculation.

Each student is allowed to claim a total of $2500 for each academic year. Events taking place over the summer (May-August) will be included in the following school year’s reimbursement.

***Bear in mind that only a portion of your travel expenses will be reimbursed***

Be sure to find the most affordable accommodations!

Please sign and date this document below to declare that you have read and acknowledged all the terms and conditions of this agreement.

By signing and dating this document, you declare the following:


-I have attended all business portions of the meeting as feasibly possible.


-All information supplied is accurate.


-I agree to all other terms and conditions of this application.

Failure to abide by any of the above points is a violation of the Honor Code and may result in permanent revocation of reimbursement privileges from College Board.

Signature







Date
Professional Meeting Details
Please fill out the following information below to be eligible to receive reimbursement for professional meetings.

Name:  









Graduation Year:  












Address:  














E-mail:  














Phone #:  














Title of the professional meeting you attended:

Location (city) of the professional meeting you attended:

Date(s) of the professional meeting you attended:

Expense Worksheet

Location (city) of the professional meeting you attended:

	Mandatory Expense
	Detailed Description of Expense
	Cost

	Accommodations
	
	

	Registration
	
	

	Travel
	
	

	
	
	

	
	Total Cost
	


Names of the people you traveled and/or roomed with:

Approved Application


Denied Application


_____________________________________________


VP Signature                             


_____________________________________________


E-Board Verification Signature                             
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      Name ______________________        
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