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Southern United States Trade Association



  SUSTA 2012 Branded Reimbursement – Expense Item Summary 

SUSTA 2012 Branded Application – Expense Item Summary

[image: image1.png]Promotional activities must be related to overseas markets as selected in the approved application or Activity Plan Amendment Request (APAR). The only promotional activity expenses eligible in the U.S. must be related to exhibiting at approved U.S. trade shows as selected in the approved application or APAR.
	Branded Company Name:      

	Country (where promotional activity took place):      

	Claim Number:      
	Expense Item Number:      


	Invoice amount paid in foreign currency (if applicable):
	$      

	Exchange rate at time of payment (if applicable):


http://www.oanda.com/currency/converter/
	$      

	Multiply above exchange rate for US$ (if applicable):
	$      

	Invoice amount paid in US$:
	$      

	Amount of portion paid by importer/distributor (third party):
	$      

	Amount of portion paid by Branded Company:
	$      

	Grand Total of Amount in US$
	$      


	Total amount of reimbursement requested (50% of grand total) $      


Reimbursement Checklist (See MAP Branded Participant Manual for details)

☐ Promotional activities/materials show approved brand name products

☐ Promotional activities/materials show required U.S. origin statement

☐ The U.S. origin statement is clearly visible for promotional activities/materials

☐ Documentation shows English translation and/or exchange rate for USD if applicable

☐ Select if no third party/other parties involved in promotional activity; if third party not involved in promotional activities, vendor invoice and payment to vendor present 

☐ Select if third party/other parties involved in promotional activity; if more parties involved in promotional activities, entire paper trail back to the original vendor, whether the vendor is in the U.S. or in a foreign country (invoices and proofs of payment)

	Branded Company Name:      

	Claim Number:      
	Expense Item Number:      


	Proof of Payment

	Payment date:      

	Select one and attach with expense item

	☐ Copy of check and bank statement


	☐ Credit Memo (the credit alone is not sufficient): If you are paying an overseas agent in product, the following must be provided:

· Invoice from Branded participant to vendor (ex. grocery store) or Foreign Third Party (FTP) involved in promotional activity showing a sale of the Branded participant’s product to vendor or FTP

· Credit memo from Branded participant to vendor or FTP showing the cost of the promotional activity was subtracted from a specific invoice for Branded participant’s product

· If there is a remaining balance after applying the credit, the proof of payment from vendor or FTP is required in any of the below forms of payment: check, bank draft, wire transfer confirmation (see above information requirements)
· If there is no balance after applying the credit, freight or airway bill mist be provided showing the Branded participant or FTP shipped product 



	☐ Wire transfer confirmation (the request alone is not sufficient). Documentation from bank must show originator, beneficiary, amount, date, and bank name of originator and beneficiary. Cash receipt must be marked as “paid” and receipt must show a zero balance (acceptable only for payments up to 2,000 in USD)


	

	☐ Credit card statement (signature slips are not accepted): must show card holder and charges to vendor


	

	☐ Copy of bank draft and bank statement


	


	Proof of Activity

(select all that apply)

	☐ Import Required Packaging/Label or Sticker* Modifications for One Year Supply (The cost of packaging/labels or stickers can be claimed. The costs for both cannot be claimed.)

	☐ Advertisement
	☐ Posters/Signage

	☐ Printed Sales Material
	☐ Direct Mail Promotion

	☐ Freight
	☐ In-Store Demonstration, Display, Supply

	☐ International Trade Seminar Overseas
	☐ Approved International Trade Mission Overseas

Name of Trade Mission:

	☐ International Trade Show Overseas

Name of Trade Show: 
	☐ Approved U.S. Trade Show

Name of Trade Show: 

	☐ Event Support Assistance (Demonstrator, Interpreter/Translator, Chef, Hostess)
	☐ Promotional Giveaway Item


I certify that the amounts stated and documentation submitted for this claim is true and accurate. I understand SUSTA reserves the right to request actual and/or additional documentation when necessary. I understand that all claims are subject to audit, and my company's records of this transaction must be kept available for review for five years.
	Signature:      
	Date:      


For reimbursements, please complete, sign, and submit this form for each expense item requested. This form is not required for international travel expenses; complete a separate Travel Expense Summary Form for travel expenses (airfare, lodging, and meals per diem only). 











Southern United States Trade Association | 701 Poydras Street | Suite 3725 | New Orleans, LA  70139

Phone: 504-568-5986 | Fax: 504-568-6010 | Email: susta@susta.org 
SUSTA does not discriminate on the basis of race, color, national origin, sex, religion, age, disability, political beliefs, sexual orientation or marital/family status. Persons with disabilities, who require alternate means for communication of program information, should contact us.


