LAI Travel and General Expense Authorization and Reimbursement Form
Refer to the LAI policies for reimbursing travel expenses or general expenses for guidance on requirements for processing this form.  Submit this form, receipts, and/or quotes to lai@lai.org.  
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February 2021
PO Box 72720 • Phoenix, AZ 85050 • (480) 719-7404 • (602) 532-7865 Fax • lai@lai.org
	REQUESTED BY (NAME OF INDIVIDUAL)

	DATE SUBMITTED


	TOTAL AMOUNT

	PRIOR APPROVAL FOR ANY TRAVEL EXPENSE. 
PRIOR APPROVAL FOR ANY GENERAL EXPENSE GREATER THAN $500. 


	DESCRIPTION AND NECESSITY OF EXPENSE AND/OR PROPOSED DATES OF EXPENSE.  PLEASE LIST EACH EXPENSE SEPARATELY AND WHAT IT WAS FOR (TRAVEL/MEALS/LODING/OTHER:

	AMOUNT
	EXPENSE DESCRIPTION

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	






Payable to:	
	NAME/COMPANY



Send to:	
	ADDRESS



	PHONE #



	BANK SWIFT CODE




	IBAN#




	



Expense Type

4000 – Facility Rental
4100 – Food & Beverage
4200 – Equipment Rental & Repair
4400 – Program Supplies
4500 – Advertising Expense
4600 – Program Printing
4700 – Program Postage
4900 – Other Program Cost
5010 – Professional Expense
5020 – Website Fees
5030 – Legal Fees
5100 – Office Expense
5310 – BOG Reimbursement
5311 – LAI Officer Travel
5510 – Member Comm’n/Marketing
5520 – Awards and Recognition
5800 – Chapter Assistance
5900 – New Chapter Funding
6900 – Miscellaneous
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