
ASME ADMINISTRATIVE EXPENSE REPORT

Date:     _____________________________

I request reimbursement for the following administrative expenses incurred as District Leader for 

District   __________  for the period  _____________________________.

Postage
_______________

Telephone
_______________

Supplies and Materials
_______________

Miscellaneous
_______________

_______________
_______________

_______________
_______________

_______________
_______________


GRAND TOTAL
   ______________

	Receipts for all expenditures exceeding $20.00 have been attached. 

Signature
_______________________

Print Name
_______________________

Address
_______________________



_______________________



_______________________


	
	Make Check Payable to: (if not District Leader)

Print Name
_______________________

_____________________________________

_____________________________________

_____________________________________

_____________________________________

	
	
	



Account #
___________________

Amount __________
Approved by
_____________

Account #
___________________

Amount __________
Approved by
_____________

Account #
___________________

Amount __________
Approved by
_____________

Account #
___________________

Amount __________
Approved by
_____________

Account #
___________________

Amount __________
Approved by
_____________

Please submit to:

	Deidra Hackley

ASME 

MS 23S1

Three Park Ave.

New York, NY  10016-5996

Fax: 212-591-7671


Administrative Expense Guidelines

Each District Leader receives a lump sum travel budget of which a portion may be used to cover his/her own out-of-pocket administrative expenditures in his/her support of the District and the Global Communities Operating Board.  These funds are for the District Leader only and are not intended to be used to support such things as special projects, conferences, or professional development courses. These activities may be funded as indicated in the last paragraph. A district newsletter, which has been used by some District Leaders instead of extensive travel, has been considered as an administrative expense. 

Request for reimbursement of these expenses must be submitted on the Administrative Expense Report. All expenses submitted for reimbursement must be thoroughly documented to show the nature and purpose of the expenditure requiring such reimbursement. The report should be submitted as soon as possible after the expenditure is incurred with all receipts attached. RECEIPTS ARE REQUIRED FOR EXPENSES OVER $20.00.  If the expense report is not properly documented, it cannot be approved for reimbursement until the deficiencies have been corrected. Only vendor generated receipts will be accepted for reimbursement. 

Expenditures allowed shall be: 

1. Postage including stamps, postal cards, UPS and other shipping charges

2. Telephone, including phone charges, telegrams, and other aspects of communication. The phone charges should only show long-distance costs and should not include monies for monthly rental of phone equipment

3. Supplies and materials include all office supplies, costs connected with duplicating and reproduction, funds to acquire documents, and other materials.

4. Miscellaneous costs including: data processing, computerized materials, searches, statistical services, cost for brochures, printing, publishing, and awards. 

5. Administrative expenses are not authorized for payment of any salaries, clerical or secretarial charges. 

Special activities or projects may be funded by the Global Communities Operating Board (GCOB). In planning for any special activities for which support is requested, the District Leader must prepare a detailed budget for submittal with the request. Such budgets can include salaries, materials and supplies, travel, publication costs, services (computer and consultant), rental of equipment, etc. The proposal for such a request, including the budget, should be fully developed and submitted to Vice President of Global Communities for approval prior to initiating the special activity.
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