
BUENA PARK SCHOOL DISTRICT

CONFERENCE EXPENSE CLAIM

NAME OF CLAIMANT: SCHOOL/SITE:

NAME OF CONFERENCE:

CITY: CONFERENCE DATES:

APPROVED BY BOARD OF TRUSTEES ON:

DIRECT PAY BY 
DISTRICT

CLAIMANT’S
EXPENSES

1. TRANSPORTATION

$ $

 x
(Mileage) (approved rate) $ $

2. LODGING
3. REGISTRATION FEE

$ $

4. MEALS (List each meal separately below):

Date Breakfast Lunch Dinner Daily Total

TOTAL ALL MEALS
OTHER EXPENSES 
(Describe)

$

$

TOTAL EXPENSES $

AMOUNT OF ADVANCE $ $

OVER/UNDER PAYMENT $ $

NET OVERPAYMENT $ $

 TOTAL REIMBURSEMENT    $

Claimant’s Signature

Approved by:

Principal/Supervisor  Asst. Supt., Business & Operations/Superintendent

Pseudo Code: PO # Revised: 01/2026    # 1212

$

a  .

b.

5.

d.

e.

TOTAL OTHER EXPENSES

Date

I certify that the above were all actual and necessary expenses incident to this meeting.

EXPENSES CLAIMED:
Original receipts must be attached for reimbursement.

a. Plane, rail, bus $

b. Private automobile

$ $

$ $

c.

f.

g.

h.

Date

Date

$

AMOUNT
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