
Chrome River – Hotel Itemization 

Step-by-step instructions on how to input hotel expenses in Chrome River: 

 

 

Create New Expense by 

selecting HOTEL from  

the category options 

 

 

 

Input total amount 

spent and other details 

into necessary fields 

 

Add appropriate 

allocations 

 

Select “Itemize” in the 

top, right corner 

 

 

 



 

Select HOTEL – 

LODGING from the 

categories 

 

 

Input total amount 

spent and other details 

into necessary fields 

(again) 

 

Add appropriate 

allocations 

 

Upload correlating 

receipt/attachment 

 

Select “Save” in the top, 

right corner 

 

 

 

Contact NAIC Finance 

team members for 

questions 

 

Cathy Blair cblair@naic.org  

Lia Thomas lcthomas@naic.org  
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