Kappa Kappa Psi

DISTRICT OFFICER TRAVEL

The National Chapter of Kappa Kappa Psi has approved the following guidelines and procedures for disbursement of “District Officer Travel” funds for the current biennium.

A total of $3,000 has been budgeted and can be divided equally among the six districts.

$3,000.00 divided by 6 = $500.00

In other words, each district will be allocated $500.00 per biennium to be utilized by district officers for chapter visitations and/or travel within the district. This amount may be made available (but not reserved for) district officers to attend district officers meetings. In order to use the district’s allocations, the respective district officers will be required to submit a written request to the National President. Prior approval by the National President for the use and disbursement of these funds will be necessary.
The following is a list of information to assist you with the disbursement and use of these monies. Please note the use of these funds must be pre-approved by the National President before it is used:

1. This budgeted item will be used to fund visitations to chapters and colonies in your district.

2. The visit must be pre-approved through a completed District Officer Travel Proposal form sent to the National President. A copy must also be sent to the National Headquarters. Copies of this form are available from the National Headquarters.

3. You may be reimbursed for the following:

Lodging (if the host chapter cannot provide accommodations)

Automobile Travel

Meals

4. The National President must evaluate any other category on a case by case basis.

5. After the visit has been made, send one copy of the District Officer Travel Expense Voucher with supporting documents to the National President and one copy with photocopies of supporting documents to the National Headquarters.

We are very excited that we have these funds available to you and encourage your use of them.
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KAPPA KAPPA PSI & TAU BETA SIGMA

DISTRICT OFFICER TRAVEL

PROPOSAL

DISTRICT
KKPsi
TBS
DATE


NAME:


DISTRICT OFFICE HELD:


REASON FOR REQUEST (include chapter or colony name):


DATE OF VISITATION 


PROPOSED EXPENSES:

LODGING:
$
 

AUTO TRAVEL:
$


 MEALS:
$


TOTAL EXPENSES:                  
$


Signature:


Address: 




City:
State:
ZIP:




Phone:


APPROVED:

National President                          




Date

NOTE:

1. You must obtain receipts in order to be reimbursed.

2. Alcoholic beverages are not allowable for reimbursement.

3. Upon completion, send one copy of this form to your National President and one copy to the National Headquarters.
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KAPPA KAPPA PSI & TAU BETA SIGMA

DISTRICT OFFICER TRAVEL/EXPENSE VOUCHER
DISTRICT
KKPsi
TBS
DATE


Payment will be made by the National Headquarters

directly to the payee at the address provided on this form.

NAME:


PURPOSE OF TRAVEL (include chapter or colony name):


DATE OF VISITATION:


EXPENSES:

LODGING:
$
 

AUTO TRAVEL:
$


MEALS:
$


TOTAL EXPENSES:                  
$


Signature of Payee:


Address of Payee:


City:
State:
ZIP:




APPROVED:

National President                          




Date

NOTE:

1. Receipts must be attached to receive payment.

2. Alcoholic beverages are not allowable.

3. Upon completion, send one copy of this form with supporting documents to your National President and one copy with photocopies of the supporting documents to the National Headquarters.

4. Payment will be made only after this form is approved by your National President.
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