





2024 Minneapolis Summer Network Convenings
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Eligible expenses include only thase explicitly stated below or otherwise pre-approved in writing.

TRAVEL: You are responsible for making your own travel arrangements. Please choose the most economical of the
following travel methods (air, train, personal or rental vehicle}:

Air or Train fares, economy/coach class of service anly, directly to/from the event location purchased by May 20, 2024,
and baggage fees for up to one (1) standard weight bag each way.
o Tickets purchased within 21 days of the event date without written priar authorization will be reimbursed at a
maximum value of $600.
e Air or train fare receipts submitted for reimbursement must include the participant’s name, purchase date,
vendor, itinerary and fare amount.
s [neligible Expenses: Ticket chonge or cancellatian fees, seat fees/upgrades, early bird check-in fees, ticket
upgrades, re-boakings due to weather delays, weather events ar schedule changes, trovel insurance and in-flight
purchases. Rental cars and assaciated expenses for air/train travelers.

Mileage at IRS published mileage rates (currently $0.67 per mile) for use of a personal vehicle driven to/from the event
up to 500 miles roundtrip.
e Participant must live greater than 50 miles from the event location.
s Reimbursement request must include a published mileage guide (i.e., MapQuest, Google Maps) for proof of
mileage.
o Ineligible Expenses: Gasoline or ather vehicle expenses; mileage for travel ta and fram the airport.

Rental car for the event dates only plus one trave! day with daily base rental rate not to exceed $75/day.
s Receipts submitted for reimbursement must include the participant’s name, pickup/return date, vendor and
daily rate amount.
» Ineligible Expenses: GPS rental, car upgrade fees, pre-paid gasoline, additianal driver fees, rental car insurance fees,
eorly/late return fees, roadside assistance, and car seat rentol.

LODGING: ExcelinEd will arrange lodging for convening participants resi  1g more than 50 miles from the event, as
follows:
¢ Single occupancy hotel accommodation at the event location will be billed directly to ExcelinEd’s account with the
hotel. Please do not make reservations directly with the hotel.
e Ineligible Expenses: Additianal nights of accommodations unless pre-appraved in writing by ExcelinEd,
additional occupancy rates/fees, phone charges, internet, tips, raom service, loundry fees, mini-bar purchases and
all other non-essentiol charges.

INCIDENTAL EXPENSES: ExcelinEd will reimburse convening participants $100 towards incidental expenses such as
parking, ground transportation, tolls and airport meals. Receipts for incidental expenses are 1t required in order to
receive reimbursement. You are encouraged to retain receipts for your personal records, however.

A link to an online reimbursement torm will be emailed to you fron yn Tuesday,
lune 11, 2024. The deadline to submit for expense reimbursement 15 July £, Zuza. keimoursement claims
submitted after the July 2, 2024 deadline will not be processed.

You will be required to attach scanned copies of original and itemized travel receipts with your reimbursement form.

Reimbursements will be processed within 30 days of receiving a completed travel reimbursement form with required
documentation. ExcelinEd will use Bill.com to process reimbursement payments.

Questions: Contact Stephen Caruso at: e tu 3



