
Appendix C. ASA Travel Expense Voucher and Policies on Reimbursement 
 

 
 

ASA Travel Expense Voucher 
 

NAME  _____________________________________________________________________________  
ADDRESS  _________________________________________________________________________  
 .  _________________________________________________________________________  
DESTINATION  ______________________________________________________________________  
PURPOSE OF TRAVEL  ________________________________________________________________   
DATE OF DEPARTURE  ______________________  DATE OF RETURN ______________________  

Transportation  Section Total 

Air, Rail $ _______________  

Car (_____ miles @ 57.5 cents per mile) $ _______________  

Toll charges and parking $ _______________  

Other (bus, taxi, limousine (include tips)) $ _______________  

 Total Transportation                    $ _____________  

Lodging/Hotel room $ _____________  

Meals (include tips) $ _____________  
Miscellaneous 

Cash tips (non-food related) $ _______________  

Phone/Internet $ _______________  

Other: ___________________________ $ _______________  

 Total Miscellaneous                    $ ____________  

TOTAL EXPENSES (Transportation + Lodging + Meals + Misc) $ _____________  

Date __________________________  Signature ____________________________________________  

RECEIPTS MUST BE ATTACHED TO OBTAIN REIMBURSEMENT 

For office use only 

  LODGING 71000._____.____ $ ____________  

  MEALS 71115._____.____ $ ____________  

  TRAVEL 71630._____.____ $ ____________  

  MISC 71120._____.____ $ ____________  

  OTHER ________._____.____ $ ____________  

  Date ______________   Approved by _________________________ 

  



Appendix C. ASA Travel Expense Voucher and Policies on Reimbursement 
 

AMERICAN SOCIOLOGICAL ASSOCIATION 
1430 K Street NW, Suite 600 

Washington, DC 20005 
(202) 383-9005 voice     (202) 638-0882 fax 

 
ASA Policy on Allocation and Reimbursement of Travel Expenses 

 
The American Sociological Association (ASA) will cover normal expenses incurred in the 

performance of official duties pertaining to attendance at Committee and Council meetings as well 
as other activities which have had prior approval by the Executive Office. Normal expenses are 
considered to be economy airfare, public transportation, private automobile mileage, taxis, meals, 
and hotel room. 

The exception to the above is that ASA policy will not allow reimbursement for costs incurred in 
attending meetings held in conjunction with the Annual Meeting. In fact, no reimbursement will be 
made to anyone for attendance at the Annual Meeting. This does not apply to Council members who 
must stay after the Annual Meeting in order to attend the first meeting of the “new” Council. In this 
case, any extra hotel room bill may be listed on the travel voucher. 

Expenses for transportation by privately owned car will be reimbursed on a mileage basis at a 
rate commensurate with the official IRS rate in effect at the time of travel, plus toll charges and 
necessary parking fees, when travel by car is for the convenience of the ASA or when means of 
public transportation are impractical. Use of a privately owned car at the traveler’s convenience will 
be reimbursed to the extent that the cost of this travel does not exceed the cost of travel by common 
carrier. 

Reimbursement for the use of rental automobiles on authorized travel will be made only if 
circumstances make it impossible or impractical to use other means and the traveler submits 
information indicating the necessity for the use of a rental automobile. The car rental receipt should 
be attached to the travel voucher. 

When requesting reimbursement, the use of an ASA Expense Voucher is appreciated. A letter 
is satisfactory, however, providing it includes receipts and details of expenses. Receipts must be 
provided in order to obtain reimbursement. 

There may be occasions where, by combining Association business with that funded by another 
organization or grant, it will be possible to eliminate or reduce travel costs to ASA. If ASA travel is 
combined with non-ASA travel (including personal side trips), charges must be separated and ASA 
billed only for the appropriate amount. If accompanied by another person (spouse, child, friend, etc.), 
room and board charges should be adjusted accordingly. 

Personal expenses such as alcoholic beverages, long-distance telephone calls (non-ASA), dry 
cleaning, valet service, barbershops, beauty salons, or any other personal needs are not allowable 
charges. If the hotel bill is to be transferred to a master account, all such charges appearing on the 
hotel bill must be paid at the time of checkout. 

If meals have been prearranged on a group basis, individual meals will not be covered. As a 
guideline, the ASA requests that individuals whose dinner costs exceed $35.00 each should 
reimburse ASA for the difference. 

While ASA remains a non-profit, non-philanthropic organization, it is not the intent to subject 
persons conducting official ASA business to a life of deprivation, only to remind members of the 
budgetary restraints necessary to keep the Association solvent. It is for these reasons that ASA has 
maintained the policy of reimbursement of out-of-pocket expenses, rather than adopted a per-diem 
rate wherein the individual loses money in such places as San Francisco, New York City, and 
Washington, DC, and gains a few cents in some less expensive city. Happy traveling! 
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