CALIcon16 Conference Expense Worksheet
CALIcon16 Conference

June 16-18

Georgia State University College of Law

Atlanta, GA

	Expense
	Notes
	Cost

	Registration Fee (include any additional fees associated with courses or events you with to attend)
	Registration Fee includes:
1.  
	

	Meeting Materials Fee (If any)
	Books? Software?
	

	Airfare
	Air mileage points available to offset airfare?
	

	Lodging
	Number of nights, room rate, taxes
	

	Transportation Fees
	Taxi/Car rental/Airport Shuttle
	

	Mileage / Parking reimbursement
	Driving to conference or to the airport for your flight?  Other modes of transportation?
	

	Food Per Diem
	Refer to your company’s policy on food per diem
	

	Miscellaneous reimbursable expenses (e.g., tips, internet fees, etc)
	
	

	
	SUBTOTAL
	

	Total number of employees attending
	
	

	
	TOTAL
	


