APPENDIX A
Calculate proposed expenses

Transfer totals to the corresponding categories on the Proposed Expenses table in the online application.  

*Registration = $__________ 





Include total for Conference registration, pre-conference, and/or post-conference session.  In addition, you may include one-year membership dues for new members if total cost of new membership dues + conference registration does not exceed the cost of non-member registration.  If current registration information is not available, estimate your registration amount based on last year’s conference.  
*Hotel = _____ # of nights x $__________ (cost/night) = $__________

$120/night in-state maximum, + taxes and fees; $150/night out-of-state maximum, + taxes and fees. 
Meals = _____ # of full days x $35/day = $__________

Allowance is $35/day and will be paid for each full day (full day = 5 hours or more of travel and/or conference attendance).

Travel 

	Round trip miles in personal car @

$.25 cents/mile
	

	*Rental Car 


	

	*Other ground transportation (for each instance that costs $10.00 or more) 
	

	*Parking (for each instance that costs $10.00 or more)
	

	*Airfare or train fare

	

	Travel total


	$


Other Expense = $_____________
Total Expenses = $______________
*Salary for substitute staff =  $__________

May be used for match only, salary is not reimbursable. Upon returning, a memo on school or county letterhead with appropriate signatures must be submitted. It must state ‘XX was paid to (who) on XX dates to substitute for (who).’ 

*Institutional car =  $__________

May be used for match only, amount for car is not reimbursable. Upon returning, a memo on official letterhead must state dates and amounts charged to the library with appropriate signatures.
* Expenditures that will require receipts or documentation.

No receipt = No claim = No exceptions

