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Speaker Travel Reimbursement Policy

The California Hospital Association (CHA) will reimburse speakers for travel expenses to the program. Speakers are encouraged to use the most reasonable and economical means of travel, and all expenses must follow the guidelines below. All expenses must be supported with an itemized receipt.

Air Travel:	Please make your own flight arrangements. Whenever possible, please arrange round-trip coach airfare 21 days before the event. CHA will reimburse air travel at the “coach” rate.

Ground Travel:	If you are driving to the program, automobile mileage will be reimbursed at $0.725 cents per mile. Please provide documentation to support the mileage reimbursement request (i.e. MapQuest, Google Maps, etc.).

Lodging:	Please refer to your speaker letter.
	
Only room and tax at the hotel will be covered on CHA’s master account. Speakers will pay all other hotel expenses upon checkout and will be reimbursed for parking and meals as appropriate. Please note that alcohol, movies, telephone calls, and other amenities are not covered.

Meals:	CHA does not provide a “per diem” for meals, rather an allowance for meals taken not to exceed the following costs:
· Breakfast	$40
· Lunch		$50
· Dinner		$60
Please note that alcohol is not covered, and an itemized receipt is required.

Materials:	CHA provides electronic format or copies for presentation handouts.

Please submit requests for reimbursement to CHA no later than 14 days after the program. Expenses submitted after 60 days cannot be reimbursed. Mail/email the completed IRS W-9 form and Speaker Travel Expense Form along with accompanying receipts to:
					  education@calhospital.org 	
	California Hospital Association
	Education Department
	1215 K Street, Suite 700
	Sacramento, CA  95814

For assistance, please contact CHA Education
Phone: 916-552-7637, Email: education@calhospital.org  
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