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POST-TRAVEL CHECKLIST 
 

 

 

 Mark Your Calendar with Your Deadline. 
Ensure that all receipts and paperwork are turned in within 7 days of completing travel. 

 
 Organize Your Receipts. 
Gather all of your receipts, and group them into the following categories: Lodging, Airfare/Baggage, 
Ground Transportation and Meals. Meal receipts should be organized in chronological order, and 
marked with Day 1 Breakfast, Day 1 Lunch, Day 1 Dinner, etc.  
 
Receipts accepted for all expenses incur during your trip, including:  
 

 Airline Ticket 
 Shuttle 
 Taxi 
 Local Transit  
 Parking 

 Lodging 
 Mileage 
 Tolls 
 Baggage Fees 

 
 

 
 Begin Completing Your Travel Support Expense Form. 
Complete the Travel Support Expense Form and return it with original receipts and supporting 
documents within 7 days of completing travel.  
You will list the total amount of expenses in each category (lodging, airfare, meals, etc.) as well as the 
total of all expenses you incurred. Please remember that this form only includes expenses that you 
personally paid, and for which you (not NIJC) need to be reimbursed. 

 

 After Completing Your Travel Support Expense Form, Please Send it to NIJC via Email with 
scanned receipts. 
Funds are limited. Expenses may be reimbursed up to $400.00. NIJC cannot guarantee that any or all of 
your expense submissions will be reimbursed in part or in full. Determination of expenses eligible for 
reimbursement will be made by creating estimates and reimbursement caps for each training event. 
Eligible expenses may include: mileage reimbursement for automobile travel, airfare reimbursement, 
lodging rates and per diem rates. Please note that all rates must comply with Federal rates.  

 
Electronic receipts, copies or PDFs are acceptable via email to Cassandra Overton, NIJC Financial 
Coordinator, at cassandra@nijc.org . Please title your email, “Request for Travel Support”. 
OR, you may return the form and attachments by mail to: 
Cassandra Overton 
Financial Coordinator 
National Indian Justice Center  
5250 Aero Drive 
Santa Rosa, CA 9540 
 
If you have any questions, please email Cassandra at cassandra@nijc.org or call her at (707) 579-5507. 

  


