
 
SAN LUIS VALLEYCOMPREHENSIVE COMMUNITY 

MENTAL HEALTH 
TRAINING AND MEETING EXPENSES 

 
[    ]   TRAINING                          [   ]  MEETING EXPENSES 

 
CHECK ONE:  Advance for upcoming event  Request for reimbursement 

 
Employee’s Name:  Program: 
Name of Training/Meeting:  

  Date of Training/Meeting:                   to                 Location: 
 
REGISTRATION: 
CHECK PAYABLE TO:   $ 
  Mail in advance   Hand Carry   

 
EXPENSES: 
Lodging:             
Direct bill as arranged by the Business Office.

OR  
[   ] Hotel   Check Required - # of nights              @  $  $ 
       Hotel Check Payable to:   
 
Meals: # of Breakfast   @ ($6.00) 
Meals # of Lunch @($8.00) 
Meals # of Dinner   @ ($15.00)                                
 
MILEAGE:     
 [   ]Center Vehicle   
 [   ]Private Vehicle       (# of  miles                             @ $.485/mile)  
     
 
    TOTAL COST TO ATTEND   
  

Less separate registration paid 
Less separate hotel check   

  
AMOUNT DUE EMPLOYEE   

 
Employee’s Signature_______________________________ Date: _________________ 
 
Supervisor’s Signature: _____________________________  Date: _________________ 
 
Program Director’s Initials: ______________ Date: ____________ Code: ____________ 
 

 
 
 $ 

$  

$ 
$ 
$ 

$ 

 REQUEST FORMS REVISED  12-03 

Brenda

Brenda


	training: Yes
	meeting: Off
	advance for upcoming: Yes
	request for reimbursement: Off
	employees name: Audrea Garcia
	program: ES
	name of training/meeting: Adolescent Substance Abuse
	date of training meeting: 11/16/05
	location: Colorado Springs
	check payable to: 
	mail in advance: Off
	hand carry: Off
	hotel: Off
	hotel nights: 
	hotel at: 
	hotel name: 
	breakfast no: 2
	lunch no: 2
	dinne no: 3
	center vehicle: Off
	pov: Off
	vehicle miles: 
	code: 
	payable amount$: 
	hotel total$: 0
	meal total$: 73
	vehicle total$: 0
	#breakfast: 12
	#lunch: 16
	#dinner: 45
	6: 6
	8: 8
	15: 15
	ValueA: 73
	ValueB: 
	ResultsC: 73
	suspend: 0
	ValueD: 73
	ValueE: 
	ResultsF: 73
	date second to: 11/18/05
	485: .485


