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Expense Guidelines for NCSL Meeting Participants
I -*1-“--rsable Expenses

1. Air travel: All airline reservations can be booked through NCSL's travel agency, Christopherson Business Travel
Services. o book your airline ticket call 1-800-823-3283. Tickets and itineraries are sent directly to each meeting
participant. The passenger receipt (not the flight confirmation) for the ticket must be submitted with the expense report, IF
you book your own airfare, do not use airline luoyalty miles, credit card award points, or credit to your airline
account for service disruption. We will not be able to reimburse you for the flights paid via these methods.
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Ground travel: Autornobile ransporation will be reimbursed at 58.50 cents per mile as of 1/1/2022. In the case of a trip
over 300 miles where a car iy wsed by personal preference. reimbursement sha et exceed the cost of the most
ecenomical airfare avatlable at the time plans are known, Please contact Christopherson Business Travel Services for the
quoted airfare and attach that documentation to the expense report. Taxi and other ground travel expenses require receipts
to be reimbursed. A print out of mileage detail from Google Maps, MNapQuest, or similar map website is required
for mileage reimbursement.
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Lodging: For rooms charged to a NCSL master account. NCSL will pay for room and tax only: upon check-in please
provide a personal credit card for incidental charges.

[Expenses that are Not Reimbursable

In-room movies. personal phone calls. laundry. personal expenses.
Use of rental car, unless approved in advance.
Any activitics unrelated to program participation.
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Travel insurance and travel upgrade fees.

Note: No “in Hew of 7 charges to cover other items may be substituted for allowable expenses.
Filling in the Ex--~-- ™eport Form

¢ ltemize expenses by day,

tems that Must be Returned with the Expense Report

*  Original airline ticket passenger receipt. Your expense report will not be processed without the receipt. Boarding pass
stubs are not acceptable in licu of the passenger receipt.

®  Ornginal reeeipts for of all meal, taxi, and other expenses listed on the expense report.

Please mail your expense report and receipts to:

National Conference of State Legislutures Altention:
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Denver, €O 80230-7143

Please submit expense form promptly.  Questions”? Please call: 303-364-7700 Accounts Pavable Dept






