
Return to Melanie Strickland, The Florida Bar, 651 E. Jefferson St. Tallahassee, FL 32399-2300; or scan 
and send via email, including receipts, to mstrickland@floridabar.org. Questions? 850-561-5671. 

The Florida Bar Citizens Advisory Committee 

Travel Reimbursement Form 
Please submit within two weeks of travel 

_____________________________ 

Location 

$______________ 

$______________ 

________________________________ 

Name 

______________________________ 

Meeting Date(s) 

Transportation 

Air: (coach, 21-day advance purchase)  

Personal car:  _____ miles @ $.655 per mile  

Rental car (detailed receipt is required) $______________ 

Meal Expenses 

Actual expenses, not to exceed $60 per travel day. Any amount over $25 requires a receipt. 

Record actual amount per meal Day 1 Day 2 Day 3 

Breakfast (example, $14/day) $________ $________ $________ 

Lunch (example, $16/day) $________ $________ $________ 

Dinner (example, $30/day) $________ $________ $________ 

Totals $________ $________ $________ 

$________ 

$________ 

$________ 

$________ 

$________ 

Total Meals 

Other Expenses 

Hotel (room and tax only; actual hotel bill required; not charge slip) 

Tolls 

Taxi 

Parking 

Other (itemize) _____________________________________ $________ 

_____________________________________ $________ 

GRAND TOTAL $________ 

Please make check payable to: _________________________________________ 

Mail to: ____________________________________________________________ 

Total other expenses $_______



TRAVEL AND EXPENSE REPORTS 

Location should be the city in which the meeting took place and the hotel or other facility where 
the meeting occurred.  

Transportation 
Air Fare: Air fare in all instances should not exceed "coach" from the city in which you reside. 
Please book as far as possible in advance to take advantage of price breaks. If the continuity of 
a trip is broken for your personal reasons and a higher cost is incurred, you will be responsible 
for the difference.  

Personal Car: If it is necessary to use your personal car, mileage will be paid at the rate of 
$.655 per mile; please show the actual mileage traveled on the report. 

Rental Car: The rental car shall be subcompact or compact, or any other vehicle at a rate no 
greater than the rate for a subcompact or compact. The full rental car cost may not be 
reimbursed without a detailed receipt and vehicle type.  

No parking or moving violations of any kind will be paid for by The Florida Bar. 

Meals 
Meals for travel are to be reported on an actual expense basis. Meal costs are not 
reimbursable separately when provided on a complimentary basis as part of a banquet-
type activity paid for by the Bar. 

The cost of a meal at a special group function (official meal functions that are part of a meeting 
activity) in excess of the normal maximum reimbursement paid for by the traveler will be 
reimbursed. Identify the special group function costs separate from the standard meal 
maximum. 

Lodging 
All receipts relating to room charges must be attached. The cost of the room (single rate) and all 
applicable room taxes should be listed under lodging, and all other items should be listed under 
the appropriate description. Any non-reportable expenses on the hotel bill should not be 
reported in the body of the expense report. 

Other Expenses 
Tips, airport parking, tolls and any other incidentals should be reported separately. 

Please Note 
Receipts are required for all expenditures of $25 or more (including meals, but not including 
auto mileage) and must be attached to the expense report. 

We cannot reimburse expenses of your spouse, children, or other family members 

January 2023 
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