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PARTICIPANT EXPENSE REIMBURSEMENT

Please fill out the attached reimbursement form and return it to us within 30 days.  We cannot guarantee payment past this deadline.
In addition, please note that the Trust will only process reimbursements that have been returned with original receipts (including boarding passes, if applicable).  Photocopies or faxed documentation cannot be accepted.  
Please mail completed forms to:



Jaqueline Dunn



The Annenberg Public Policy Center




of the University of Pennsylvania






202 S. 36th Street
Philadelphia, PA 19104
The Trust may not pay for meals, lodging, or transportation for any person who is accompanying a participant as a guest.  To be eligible for reimbursement by The Annenberg Foundation Trust at Sunnylands, expenses must meet the following guidelines:  
TRANSPORTATION EXPENSES

1.
The Trust may pay for reasonable transportation expenses incurred to attend a Trust sponsored event or for other bona fide purposes directly relating to the Trust’s charitable activities.  Transportation expenses must be limited only to necessary costs.
2.
The Trust has established an account with American Express Business Travel Services to provide travel management services for Trust sponsored events.  You must call the Trust’s American Express Executive Service Travel Team at 1-888-762-8728 to make your air and/or rental car arrangements.  (However, if you are making additional stops, please see No. 3, below.)  
When calling American Express, be sure to let the travel counselor know that you are traveling to an event sponsored by the Annenberg Foundation Trust at Sunnylands.

Air Travel:  Calls should be made as far in advance as possible to qualify for lower fares (generally 30 days prior to travel).  Non-refundable airline tickets will be purchased whenever possible.  The Trust offers a Saturday night stay-over policy in cases where significant savings can be realized. 
Car Rental:  A compact class car will be reserved, unless the car is to be shared by multiple event participants.  The use of the rental car should be the most economical mode of transportation.  Before renting a car, the traveler should consider shuttle services and taxis, particularly for transportation between airport and lodging.  Mileage is not reimbursable for rental cars.  The direct cost of gasoline will be reimbursed. Please be sure to return the rental car with a full tank of gasoline.  The Trust does not pay for optional insurance coverage.  If a rented car is involved in an accident, the Trust should be notified no later than the next business day. The rental vehicle may not be driven by persons other than the renter nor leave the state in which it is rented (unless required for specific business purposes). 

3.
If you are traveling for both Trust and personal or other business purposes, the Trust may only pay for those costs which are exclusively attributable to the Trust event.  In general, the Trust will reimburse your travel from where you are before the conference/event and then either back to your home or your next immediate destination (within reason), provided you are not entitled to reimbursement from another party.  If you are traveling for multiple purposes, you must contact Kara Sokurenko at ksokurenko@sunnylandstrust.org or (484) 581-1290 before purchasing your tickets, otherwise we cannot guarantee any reimbursement of travel expenses.
 4.
The Trust reimburses other allowable transportation expenses as follows:

· Train travel:  Coach Class preferred.  Please call Amtrak for reservations.
· Transportation to and from airport, train station, or hotel: Public Transportation, Taxi.

· Car mileage / tolls / parking:  Reimbursement rate for use of a personal vehicle is based upon the current IRS rate in effect (50 cents per mile).  
LODGING

1.
Lodging expenses are paid if the traveler is away from home overnight exclusively for Trust sponsored events or Trust related business.
2.
Lodging arrangements for Trust sponsored events will generally be made for you by the event organizers.  If lodging is not provided, you must call the Trust’s American Express Executive Service Travel Team at 1-888-762-8728 to make any hotel arrangements.  Calls should be made as far in advance as possible to qualify for lower rates.  Be sure to let the American Express travel counselor know that you are traveling to an event sponsored by the Annenberg Foundation Trust at Sunnylands.

3.
The Trust reimburses for allowable lodging / hotel accommodations as follows:

· Gratuities for services rendered by doormen, bellmen, housekeeping, skycaps, etc. based on reasonable expenses incurred.

· The cost of upgrading to a superior room or suite will be considered a personal expense and will not be reimbursed.

4.
The Trust does not reimburse for phone calls, internet connections, photocopies, in-room bar or movie charges, or similar types of expenses.
MEALS

The Trust will reimburse for meals in transit when reasonably priced and supported by itemized original receipts.  Meals will only be covered when they are not provided at the event.
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