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	Claim Number:
	Expense Item Number:


	Trip Summary

	Branded Program Year:
	

	Name & Title of Traveler:
	

	Branded Company Name:
	

	Name of Foreign Trade Show/Mission:
	

	City & Country of Trade Show/Mission:
	

	Dates of Trade Show/Mission Exhibit:
	


Section 1: Airfare (Refer to 2011 MAP Branded Participant Manual for details)

Attach the following: itinerary, passenger receipt or E-ticket receipt (only showing a boarding pass is not sufficient proof), and proof of payment.  If extending trip before or after a trade show or trade mission, a quote must be obtained around the date the ticket is purchased; the quote cannot be obtained after the trip takes place.
	US Airline (Coach only): If not a U.S. carrier, airfare is not eligible for reimbursement

☐ American

☐ Continental

☐ Delta


☐ Northwest

☐ United

	Cost of International Airfare (maximum = full fare economy):
	$


Section 2: Lodging (Refer to 2011 MAP Branded Participant Manual for details)

Attach the following: hotel bill that shows the occupant’s name, room rate per night, arrival and departure dates, and the proof of payment.  If hotel bill is in a foreign language, provide English translation.
	Exchange rate at time of payment for USD: (www.oanda.com/currency/converter) 
	

	(A) Nightly Hotel Room Rate including taxes:  
	$

	(B) The published Per Diem Lodging Rate in the city where the hotel is located during date(s) of show. Visit www.gsa.gov/portal/category/100120 to obtain rates.
	$

	(C) Eligible Hotel Rate: The lower amount of the rates listed in A & B above
	$

	(D) Eligible Number of Nights in Hotel: (Eligible nights include two days prior to the show, the dates of show, and one day after the show (No Exceptions)
	$

	Total Eligible Lodging:
	$


Section 3: Meals & Incidentals (M&IE)

	The published Per Diem M&IE Rate for city where the hotel is located during date(s) of show. Visit www.gsa.gov/portal/category/100120 to obtain rates. Do not submit itemized receipts for expenses.
	$

	Eligible number of days at 100% of M&IE (Number of nights listed on D minus 2 days) 
	

	Amount at 100% of M&IE allowance
	$

	Eligible number of days at 75% of M&IE
	2

	Amount at 75% of M&IE allowance
	$

	Total Eligible Meals & Incidentals:
	$


Travel Expense Total (attach all required documentation for airfare & lodging)

	Airfare (Total from section 1)
	$

	Lodging (Total from section 2)
	$

	M&IE (Total from section 3)
	$

	Grand Total (Add airfare, lodging and M&IE)
	$

	Total Amount of Reimbursement Requested (50% of Grand Total)
	$


Note: Include this expense item number and 50% reimbursement amount requested for travel, along with other non-related travel expense item number(s) and amount(s), on the Reimbursement Claim Form 202 Cover Page. See instruction page for Reimbursement Claim Forms.  

Travel expenses cannot be submitted independently. Expenses must be accompanied by supporting documentation that proves you exhibited at the trade show/approved trade mission. 

Other Documentation Required for Travel Expenses

☐ Foreign Agricultural Service (FAS) Post Notification Form 

Note: FAS Foreign Post Notification form must be completed and sent prior to traveling

☐ Trip Report Form

☐ List of Contacts made at the Show

☐ Photographs of booth at trade show or photographs of table top display at approved trade mission with employee(s) manning the booth

☐ Listing in Trade Show Guide

Note: If two Branded Company employees travel to an international trade show/approved trade mission, only one set of supporting documentation is needed for both travelers.

Ineligible Expenses

· Travel expenses for importers/distributors, agents, consultants, demonstrators, translators/interpreters
· Travel to conduct other activities or meet customers

· Taxis, rental cars, and transportation other than airfare

· Travel for Domestic Trade Shows 

This form is for international travel to exhibit at an approved foreign trade show or trade mission. Complete one form for each traveler per trade show/mission. 
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