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Public Health Emergency Preparedness

TRAINING EXPENSE REPORT
	Date
	Training Title and Location


	No. of Students 1
	Postage    2
	Copying3
	Room Rental4
	Trainer

Fee 5
	Refreshments 6
	Total

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	Miscellaneous Expense 7Category: (circle)   Supplies Mileage (miles x 0.32)    Increased Trainer Fee    Other

Comments: (Include date, pertinent information, attach receipts if applicable)
	

	TOTAL


	


Trainer Name (Print)               MEMA Staff (Kim Michaud, Coordinator)                  Trainer Signature__________________________________

Check Reimbursed to: ____________________________________________________________________________

Reimbursement  Address:  ________________________________________________________________________

Dated Arrived at MCPH____________ Training Coordinator Approval_______________ Accounting Approval _________________    Check sent Date _____________________________

1. Number of students with evaluation forms mailed and filled out is number you are credited for that class.     2. Postage to mail evaluations and post session forms to MCPH.

3. Number of copied pages of participants’ materials x 8 cents per page.      4. Cost of room rental (Must attach receipts or invoices).     5. Trainer fee is $110.00 per class with 4-12 participants, $135.00 per class with 13-18 participants and $160.00 per class with 19+ participants. (If under 4 participants should only have given class with training coordinator’s approval).

6. Refreshments not to exceed $1.50 per participant. (Must attach receipts).  7. All miscellaneous expenses not discussed elsewhere in this form are subject to training coordinator approval. 

Call training coordinator at 629-9272 to discuss prior to class.
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