
EXPENSE REPORT / COST BREAKDOWN 
A detailed list of expected travel expenses for attendance at the 2009 ACE program. Don’t forget the cost-savings for Early-Bird Registration.
	Item / Expense
	Savings Tips / Notes
	Cost

	Conference Registration
	• Early-Bird Registrations: August 31
• Pre-Registrations: September 25
• Cancellations: October 16
	$

	Materials (if any)
	Handouts are free if downloaded from JCAHPO’s Web site prior to the meeting.
	$

	Flight
	Check flights early for reduced ticket prices or specials
	$

	Lodging
	
	$

	Transportation (Airport to Hotel)
	Travel with co-workers or colleagues from the area
	$

	Hotel
	Share a room with a co-worker
	$

	Transportation (Hotel to Airport
	Travel with co-workers or colleagues from the area
	$

	Mileage Reimbursement
	Calculate distances from online map site and determine what the cost will be ahead of time. Your clinic should have a standard mileage reimbursement policy.
	$

	Parking Reimbursement
	Avoid parking and get a ride or utilize metro transit
	$

	Food per Diem
	The Internal Revenue Service posts rates based on conference location. Refer to your company procedure for per diem reimbursement.
	$

	Subtotal
	$

	Total number of employees attending from the office (if applicable)_______

Find grand total by multiplying the number of employees by subtotal. Group discounts are available when 2 or more staff from the same office register.
	$

	Total
	$
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