AERA 2012 Travel Reimbursement Request Form (Effective January 1, 2012)

AMERICAN   EDUCATIONAL   RESEARCH   ASSOCIATION

1430 K Street, NW, Suite 1200, Washington, D.C. 20005
Phone: 202-238-3200  Fax: 202-238-3250

REQUEST FOR PAYMENT

Expense Guidelines
The Association greatly appreciates the professional contributions of members' time and expertise on behalf of its programs and activities.  It is the policy of AERA to reimburse individuals for all reasonable costs related to their work on AERA business.   As a nonprofit organization, supported principally by member dues, individuals are to use discretion in spending Association resources.  Travel policies are described on the reverse side of this form.  It is recognized that circumstances may occasionally occur that will require flexibility.  Thus, exceptions to a policy should be requested in advance, if possible, or explained with submission of the form.
Please indicate below specific expense items or fees.  Also, please specify the AERA activity involved.
Note: Receipts are required for single items of more than $15.00
Activity:  _________________________________________________Reimbursement: $___________  

	DATE
	DESCRIPTION
	AMOUNT

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	











TOTAL REQUESTED
$____________












PREVIOUSLY ADVANCED
$____________












BALANCE DUE PAYEE
$____________



Make check payable to (please print legibly): 

Name:__________________________
Address: ___________________________________________

____________________________________________________________________________________

I certify that the above information is correct, to the best of my knowledge.

Signature:_____________________________


Date:________________

Social Security Number must be provided if payment is an honorarium or fee. #_______________

-over-  

TRAVEL POLICIES
Following is a listing of AERA's travel policies for Association meetings.  Should you have any questions please contact the Central Office.


 
AERA normally reimburses individuals within 10 days of the receipt of a request.  Advances against anticipated expenses are issued upon request.  A full accounting (including required receipts) must be submitted after the activity.  Advances should not exceed a reasonable estimate of the cost or be for more than the equivalent of three months expenses.


-
Meeting sites must be selected to minimize the overall costs e.g. (travel distances, ground transportation, hotel accommodations).


-
Travel should not be for a distance greater than a round trip from an individual's residence or institution to the AERA activity.


-
Meetings must be scheduled to require individuals to stay a Saturday night with the exception of extraordinary circumstances (approved in advance), or an emergency.  Individuals must secure airline fares that take advantage of savings for a Saturday night stay-over, and twenty-one day advance purchase.  If individuals have not purchased their airline ticket by the 21-day advance, the individual must contact the AERA Central Office and allow AERA to obtain their ticket.


-
Airline tickets can be purchased by the Central Office.


-
Hotel accommodations will be made by the AERA Central Office.  Room and tax will usually be billed to a master account.


-
Travel by personal auto is reimbursable at the IRS 2012 business mileage rate for deductible uses of depreciated automobiles of 55.5 cents per mile.


-
First-class or business-class air travel is not reimbursable.


-
Individuals are urged, when feasible, to use reasonably priced ground transportation between hotels, airports, residences, or institutions.


-
If travel to the AERA activity is coupled with other business or pleasure, it is expected that the cost will be prorated appropriately.  Similarly, if a trip provides for a stopover, the fare should be prorated.  Please indicate the amount of such a credit.


-
Incidental expenses of a personal nature (entertainment, bar bills, phone calls, internet connectivity, laundry, etc.) are not reimbursable.


 
Individuals seeking reimbursement for work or travel related expenses to a Federal grant must also comply with federal regulations.  In particular, airline travel must be on a U.S. flag carrier.

(Effective January 1, 2012)


