American College of Trial Lawyers
Leadership Workshop Expense Reimbursement Request Form

ACTIVITY:				SPECIFY PURPOSE OF MEETING			DATE(S) OF ACTIVITY
	       Board of Regents            
	

	X  Leadership Workshop        
	November 12-15, 2025


	     Committee              

	

	     Other                      

	

	LOCATION
	




EXPENSES:  Original itemized receipts are REQUIRED for any expenditures over $25.00 (please attach receipts for items less than $25.00 whenever possible).  If claiming private auto travel mileage, attach mapquest or similar document.  Please complete and submit this form no more than 30 days from date of activity.

1) REGISTRATION FEE (Attach completed registration form)		(7070)		$   			_
2) TRAVEL								(7060)
 Air, Bus, Rail (Attach ticket or receipt)						$   ________________
(A) Local transportation such as taxi, shuttle, etc.  (Attach receipts)		$
(B) Private auto travel 			miles @ 70¢ per mile		$
(C) Misc. Travel Expense (i.e., parking, baggage fees, taxi tips, etc.)		$	
3)	OTHER EXPENSES	(Attach receipt or statement)
(A) Hotel (Attach statement; do not include hotel meals here)	(7040)		$	
(B) Meals (Attach itemized receipts and include hotel meals)	(7050)		$	
(D) Miscellaneous (other tips or specify & attach receipts)	(7090)		$   _________________
					
$

								TOTAL EXPENSES




MAKE CHECK PAYABLE TO:	
							(Please type or print your full name or firm name)
						
					
									(Address)
									
								        (City, State, Zip)	

Submitted By: ____________________________________________   Date Submitted: 
				(Signature)

								 RETURN THIS REIMBURSEMENT FORM TO:

American College of Trial Lawyers
4041 MacArthur Blvd, Suite 140
Newport Beach, CA  92660
Email: nationaloffice@actl.com

FOR OFFICE USE ONLY:

Expense Acct		Class Code	Amount
[bookmark: _Hlk530575107]___________              _________     $______
___________              _________     $______

Approved by:__________________________

PLEASE MAKE A COPY OF THIS FORM FOR YOUR RECORDS
Revised  August 2025

AMERICAN COLLEGE OF TRIAL LAWYERS
GUIDELINES FOR EXPENSE REIMBURSEMENT

The American College of Trial Lawyers is an organization of the leading trial lawyers in the country who volunteer their time and services to the improvement and enhancement of the standards of trial practice, the administration of justice, and the ethics of the profession.  While many expenses, and all services and time are given without request for reimbursement, there are situations in which reimbursement for expense is reasonable and necessary.  This document outlines the guidelines for those areas of reimbursement.
I.	EXPENSE SUBJECT TO REIMBURSEMENT
A.	Transportation:
1.	It is the policy of the College to encourage active participation by Fellows in the work of the committees of the College.  This may involve travel to committee meetings approved in advance by the Regent Liaison, and the Executive Committee or the Board of Regents.  When these committee meetings, or any other approved meetings (Board of Regents, Chair Workshops, etc.), are scheduled, travel expenses are reimbursable.
The College encourages the purchase of the least expensive airfare ticket possible.  If practicable, the purchase of advance Saturday stayover  fare based air tickets is desirable because the savings is substantial.  These airfares often are non-refundable and an unexpected change in a Fellow's plans may result in financial loss.  Accordingly, the College will indemnify Fellows for the cost of unused tickets.  Non-refundable tickets usually may be used against future non-refundable tickets, thereby avoiding a complete loss of funds to the individual.  There often is a reissue charge (currently $50.00) to rewrite a new ticket and that cost to the Fellows will be reimbursed by the College.
The College recognizes that in some cases Fellows may be unable to determine their availability until very shortly before a meeting.  Since the College encourages participation and recognizes the unpredictable demands of attorneys' schedules, under those circumstances, the College will reimburse Fellows for the more costly airfare.
2.	Reimbursement for travel by private automobile shall be at the rate of 62.5 cents per mile, or such other rate as may be approved by the Executive Committee or the Board of Regents.  In cases of transportation by private auto, reimbursement shall not exceed the least expensive fare by air travel as defined above.
B.	Rental Cars:
Where reimbursement for travel is otherwise approved, reimbursement may be requested for rental cars to reasonably conduct College business.
C.	Overnight Hotel Accommodations and Other Expense:
Hotel or other overnight accommodations of a single rate standard room are reimbursable where necessary for the reasonable completion of College business.  Other hotel charges, such as room upgrades, telephone, room service or other miscellaneous expenses, are considered personal expenses and, unless special circumstances exist, are the responsibility of the individual.
D.	Additional Travel and Miscellaneous Expenses:
1. 	Miscellaneous office expenses for paper, postage, duplicating and similar items are, unless substantial in volume, usually borne by the individual.
Where an individual feels special circumstances exist which call for reimbursement, he may request it from the College office.
2.		Where travel and hotel accommodations are authorized, reimbursement may be requested for cabs or other surface transportation reasonably necessary to conduct College business.
3.		Unless special circumstances exist, meals during authorized travel, are not reimbursable expenses.
II.	COLLEGE BUSINESS APPROPRIATE FOR REIMBURSEMENT
	A.	Board of Regents:
	1 .	Members of the Board of Regents and Past Presidents are entitled to reimbursement for travel and overnight accommodation at the Spring and Annual meetings of the Board or any Special Meeting of the Board called in accordance with the Bylaws.
2.	Regents are entitled to reimbursement for expenses reasonably necessary to attend State or Province committee meetings.
	3 .	The President of the College and his spouse, when traveling to College functions, are entitled to reimbursement at actual cost for travel and accommodation expenses.  The President and his/her spouse may utilize first class air travel, at their option.  This paragraph also shall apply to the President-Elect and other Fellows and their spouses who travel to College functions at the request of the President.
4.	Other than as provided above, spousal expenses of Board Members are not reimbursable.
B.	Committee Meetings:
1.	Standing Committees:
a.	Reimbursement may be requested for travel and necessary overnight accommodations for those Committee Meetings approved in advance by the Executive Committee and not held in conjunction with the Spring or Annual Meeting of the College.  Meetings described above should be scheduled with at least thirty days notice to allow efficient planning and advantageous advance airfare and hotel reservations.
b.	In the event that a Standing Committee holds a full day meeting in connection with one of the national meetings of the College, those attending that meeting shall be reimbursed for one night's hotel accommodation, to enable them to conduct the full day meeting either in advance of or after the national meeting.  In all other cases, expenses for College Standing Committee meetings held in conjunction with Annual and Spring meetings of the College are not reimbursable.
2.	State and Province Committees:
	Committee Members shall not be reimbursed for expenses of attending State and Province Committee meetings.
C.	Expenses of Speakers and Guests:
1.		Speakers and official guests of the College participating in a National Program sponsored by the College, such as the Spring Meeting, or Annual Meeting, shall be reimbursed in accordance with these guidelines for their travel, hotel accommodations, and other necessary surface travel expenses in connection with their participation at the meeting.
2.		The President-Elect of the College is responsible for planning the National Programs of the College.  The President-Elect will make the decisions on the type of accommodations and the type of travel offered to non-member speakers and guests.  The President-Elect will also decide whether or not in some cases the spouse of the speaker or guest shall be invited at College expense.
	The President-Elect may, under special circumstances, also offer whatever additional expense reimbursement appropriate to the participation of the guest or speaker, including areas of extended stays, upgrades on airfare and hotel accommodations and various personal expenses attendant to the appearance.
	3.		Fellows of the College who participate as speakers in a National Program shall not be reimbursed for travel or lodging unless special circumstances exist which, in the judgment of the President-Elect, justify reimbursement.
III.     REIMBURSEMENT REQUEST PROCEDURES
A.	Reimbursement forms are available through the National Office of the College and should be forwarded to that office when completed.  Request for reimbursement must be in writing, signed and dated by the individual seeking reimbursement and accompanied by duplicates of the hotel bill, air travel ticketing or other expense item which forms the basis of the request for reimbursement.
B.	All requests for reimbursement should, where possible, be submitted during the calendar year in which the expense occurred and, in no event, later than sixty days after the date of the event.

Approved by the Board of Regents 3/96
Revised October 2005
Form updated to reflect new IRS travel regulations 1/2022
