SPEAKER EXPENSE FORM

Speaker Name: «FirstName» «MI» «LastName» «Desig»
Make Check Payable To: _________________________________________________________

Mail Check to This Address: 

«Address», «City»,«State» «PostalCode» «Country»
A. Mileage to and from Airport - Reimbursable at thirty-two (32) cents per US mile.

B. Tolls and Parking - Attach receipts. Parking expenses at the airport from which you travel will be reimbursed for days speaker travels in conjunction with official MPI meeting dates.

C. Taxi - Attach receipts.  When arrangements have been made for an airport shuttle service, we request that you take advantage of this service. When limo or shuttle is not discounted, MPI will reimburse receipted amount up to $30.00 US (including tip) each way. Car rental and limousines will not be covered. 

D. Tips - Reasonable discretion is assumed.

E.     Meals - Attach receipts (with dates). Most meals are provided as part of regular conference activities. We recommend you take advantage of these dining opportunities.  However, when this is not possible, MPI will reimburse receipted amount up to $50.00 US per day (to cover days en-route to/from conference and day(s) of your workshop only).
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Miscellaneous items, phone calls, laundry, dry cleaning, in-room movies, golf fees and entertaining are not reimbursable.
Signature: ____________________________________________________________________  Date: _______________________

*All expense forms must be returned to MPI by …...
