American College of Rheumatology

Awardee Travel Reimbursement
1
INSTRUCTIONS:
1.
Return this form within 30 days of meeting.

Original Receipts and the Original Airline Ticket Passenger Receipt





are required for reimbursement
2
2.
ATTACH COPY OF AIRLINE TICKET PASSENGER RECEIPT  (even if ACR paid for airfare)  AND ALL ORIGINAL RECEIPTS.

3.
Sign form and confirm mailing address for check.

Name:  ____________________________________                                                                                                 



Mail Check to:
                                                                                                                                                                                                                                                                                                                                                                                                   _______________   ___________________________________________________________________​​​​​​​​​__​______________________________________________________________________
3


Return to:

REF Coordinator, Awards and Grants
American College of Rheumatology

Research & Education Foundation

2200 Lake Boulevard NE

 Atlanta, GA 30319
4
	

	Location:
From


──────────────────────

To
	
──────

	
──────
	
──────
	
──────
	
──────
	TOTALS

	DATES:
	
	
	
	
	
	

	1. AIRFARE  (or rail)  
	

	2. TRANSFERS  (taxi, limo, bus)
	
	
	
	
	
	

	3. MILEAGE  ($.50 per mile)
	
	
	
	
	
	

	4. HOTEL  (less personals)
	
	
	
	
	
	

	5. MEALS  (outside hotel)
	
	
	
	
	
	

	6. MISCELLANEOUS  (Please

   explain below):


	
	
	
	
	
	

	Total Reimbursable  Expenses
	
	
	
	
	
	


FOR ACCOUNTING USE ONLY
Your Signature:____________________________________________ 
Director Signature: __________________________________________

Award: __________________________________________________

Account Code: ____________________________________________   
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American College of Rheumatology Research and Education Foundation

REF Travel Policy for Awardees
The following guidelines apply and special approval must be sought for unique circumstances:

· Group Meals: Spouses/guests are welcome to attend group dinners; however, please let the REF know in advance. If an awardee elects to have dinner on their own when a group meal is planned, the spouses/guests meal is not reimbursable. 
· Hotel: If an awardee chooses to stay at a hotel that is different from the hotel contracted by the REF, the awardee will be reimbursed up to the negotiated hotel rate at the contracted hotel, plus tax. The awardee must pay the cost differential. 
· Flight Change fees:  If a an REF meeting ends at a time earlier than originally scheduled and an awardee is able to board an earlier flight home, the REF will pay for the cost of the flight change. The REF will not reimburse flight changes that are made if an awardee decides to leave early from a meeting or changes their flight for personal reasons, unless special approval is obtained.

· Rental Car policies: Rental cars are allowable on a pre-approval basis. If a rental car is approved for travel, the awardee can only be reimbursed for the days that they are on REF business.

· Airport Parking: Parking at the airport is reimbursable only for the days an awardee is conducting REF business.
· Awardee Travel: All travel must be booked through the REF’s travel agent. When the travel agent can find an alternate ticket on the same days for a lower price, the traveler must take the lower-priced ticket or pay the cost differential. The traveler may be required to make reasonable connections in securing the lowest cost fare.  Airline preference will not be considered to gain frequent flyer mileage. Travelers who want to be selective in their airlines will be responsible for the cost differential. Travelers who prefer to drive to a meeting rather than take a flight should discuss with their staff liaison to be certain they are taking the most cost-effective mode of transportation.
· Telecommunications/Internet Access: Reimbursement of these services is appropriate when necessary for the proper conduct of business, as are calls home to inform the traveler's family or workplace of changes in travel plans. Whenever possible, advantage should be taken of the reduced rates available at certain times and conditions.

· Tipping: Appropriate tips are an allowable expense. The following guides to generally accepted practice should be followed:

· Waiters - generally 15-20% of meal cost.

· Taxi Drivers - about 15% of taxi fares.

· Bellboys - usually $1.00 per bag.

· Valet Parking - generally $2.00.

· Awardee Travel Reimbursement Forms: Awardee travel reimbursement forms must be submitted to the REF within 30 days whenever possible. After 90 days, the REF will not reimburse any outstanding expenses. Awardees may be asked to turn in travel reimbursement forms more quickly near the fiscal year end.
· Entertainment: The REF will not reimburse for movies, spa services or other forms of entertainment while the awardee is traveling on behalf of the REF.
· Fitness: The REF will reimburse for hotel charges for the use of an onsite fitness center or for a day-pass for a fitness center when the awardee is traveling on REF business.  

