
Request for Reimbursement 
National Council of Alpha Chi 

 
Complete and return, with receipts included, to: Katie Holmes (kholmes@alphachihonor.org) 
  Alpha Chi National College Honor Soc. 
  124 W. Capitol Avenue, Suite 1630 
  Little Rock, AR 72201 
 
____________________________________________________ 
Person requesting reimbursement 
 
____________________________________________________ 
Event for which expenses were incurred 
 
____________________________________________________ 
Dates of event 

 
Transportation 

$__________ Airplane Ticket (if not previously charged to Alpha Chi) 
$__________  Personal mileage _____ @ $0.58 per mile (To/From: _______________/______________) 
$__________ Rental Vehicle 
$__________ Taxi, Subway, Bus, Shuttle 
$__________  Parking, Tolls 
 

Lodging 
$__________  # nights _____ @ ____________ per night 
 

Food  
$__________  # of meals _________ (attach receipts) 

(Keep gratuities with meals here.) 
  

Other Expenses 
$__________ Undocumented Gratuities, please list: _______________________________   
$__________ Telephone Calls _______________________________   
$__________ Office Supplies 
$__________ Copy or Print Jobs 
$__________ Postage 
$__________ Other, please list: __________________________________________________ 
 
$__________ Total Reimbursement Requested 
 
 

_______________________________________________  
Sign and Date 

 
Please add your home mailing address, if that is where you’d prefer to receive your check: 

_________________________________________________________________________ 

_________________________________________________________________________ 
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National Council of Alpha Chi 
Coverage of Expenses 

 
The national office reimburses all reasonable expenses incurred by National Council members for attending 
the annual Council meeting or for fulfilling other responsibilities assigned by the President. Please use the 
Request for Reimbursement form to submit your request within two months of any applicable meeting or 
event. 
 
Hotel reservations for Council meetings will be made for you. The rooms will be non-smoking unless 
requested otherwise. The convention hotel will be given the names of all Council members authorized to 
charge meals to their rooms. You are responsible for incidental and personal expenses such as are listed 
below. Upon check-in, the hotel will require a credit card number on file for your room to cover any such 
personal charges.  
 
Please book all airline travel at least 14 days in advance. If you choose to drive and your mileage costs 
exceed what a plane ticket would cost, Alpha Chi will reimburse the lesser of the two methods of 
transportation. Please seek an online flight estimate using your typical airline carrier. You may also factor in 
other transportation costs such as car rental when getting your estimate. Include a written comparison as 
your “receipt.” If you are unable to make flight arrangements for later reimbursement, please contact the 
Director of Operations for assistance. 
 
You must submit receipts for all expenses you wish reimbursed. Even a shuttle, taxi, or fast food 
restaurant will give you a receipt upon request. If a group of people eat together and pay on one 
ticket, you must list each person in attendance on the submitted receipt. If you charge a meal to a 
credit card, the receipt submitted must be the copy that contains the itemized food charges—not just 
the total. The accountant must be able to see the itemized food and beverage charges, or the receipt 
will not be reimbursed. And when possible, ask for a separate bill for non-Council members so that 
you don’t have to separate their food/tax/tip from receipts you’re asking to be reimbursed for.  
 
At Council meetings, when hotel meals are charged to your room, save those tickets (listing names if 
multiple members dined together), and give them to the Director of Operations at the final plenary, so that 
they can be matched to the hotel’s master bill when it arrives. If you have a non-Council guest lodging with 
you, they will need to pay for their own expenses by asking for a separate check for in-hotel dining or other 
personal services during their stay. 
 
Expenses Not Covered 
• Sightseeing and entertainment 
• Travel to and from any personal sightseeing, meals, or entertainment 
• In-room movies 
• Alcoholic beverages 
• Personal calls (In most hotels, all calls–local and long distance–have fees.) 
• Travel expenses not directly related to attendance at the Alpha Chi function (If you will need to make 

travel plans that involve unusual changeovers due to personal plans, please contact the national office to 
discuss coverage.) 
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