
allisong
Sticky Note
The total air/train costs should include/match the total of fare and booking costs only, not baggage (reimbursed) or travel insurance (not reimbursed).

allisong
Sticky Note
All personal auto miles are verfied with Google Maps or similar. If you claim airport parking, the mileage should total ONE round trip, not two. If you are not travelling from the office or your home to the airport, please include a print-out of your route.

allisong
Sticky Note
Parking costs are occasionally verified on the airport's website. If you have been approved for an extended stay, ASTSWMO will cover parking only for the days of the meeting and travel.

allisong
Sticky Note
All itemized expenses are checked. All over $75 must include a receipt or will not be covered.

allisong
Sticky Note
This is the phone number we use to contact you with any questions about your reimbursement claim.

allisong
Sticky Note
M & I includes meals, wait staff tips, bellmen and maid tips, snacks, and the like.

allisong
Sticky Note
Be certain this information is correct! This is the person to whom the check will be made payable and the address to which we will send the check!

allisong
Sticky Note
VERY IMPORTANT: ALWAYS SIGN YOUR REIMBURSEMENT.  COMPUTER-GENERATED AND COPIED SIGNATURES ARE NOT ACCEPTABLE. Accounting representatives and assistants may sign on your behalf but must sign their names as well.

allisong
Sticky Note
We check the cost code to make sure that you used the form we sent you for the meeting you attended and not one that was emailed to you by a colleague. Do not use old forms or forms intended for other travelers. If you lose your form, contact your ASTSWMO staff.

allisong
Sticky Note
We actually use the postmark to make certain that you sent your reimbursement within 30 days of the meeting.

allisong
Sticky Note
Hotel costs should match your hotel receipt. The daily rate should not exceed the negotiated rate. Include only the daily rate and applicable taxes.



allisong
Sticky Note
We make sure that your name is on the receipt.

allisong
Sticky Note
We check to see that the hotel charged you the pre-negotiated rate. ASTSWMO cannot reimburse you for more than that rate.

allisong
Sticky Note
We check to makes sure that the costs claim include only the room rate. ASTSWMO cannot reimburse for internet, spa, or resort fees.



allisong
Sticky Note
We make sure that your name is on the ticket/itinerary.

allisong
Sticky Note
We check the grand total of the fare(s) and make sure it matches the claimed air/train fare travel cost(s).

allisong
Sticky Note
We check if you scheduled a direct itinerary on the appropriate travel dates. If you have special travel arrangement needs, they MUST be approved prior to travel. Documentation of all costs must be provided in order for your request to be considered.




allisong
Sticky Note
We check the dates of the receipt.

allisong
Sticky Note
We check that the total is the same as the amount on the reimbursement form.
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