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2011 Market Access Program Branded 

Reimbursement Claim Form Instructions

Frequently Asked Questions:

· Who do I submit reimbursement requests to? Penney Lawrence, Branded Program Manager
· When do I send in a reimbursement request? You can send requests as they occur and within 90 days after an eligible activity. Final year requests must be submitted within 60 days.
· When can I get started? Check your program contract for approval dates and amounts. All expenses must incur between your approval date – December 31.

· How fast is the turn around process? Expense claims are reviewed on a first come first served basis. The review of expenses also depends on volume. Please keep in mind we work with many companies within 16 states.

· Tips for a faster process? Organize expenses in an orderly fashion. Expenses submitted in disarray will not be reviewed and returned. 

· How do I organize claims? Claim your reimbursement requests by country. Complete and submit one copy of the Reimbursement Claim Form 202 Cover Page per batch of claims. 
· What should a country claim consist of? Each country claim should include one or more expense items. Each item should have its own Expense Item Summary Form attached with required invoice, proof of payment, and proof of activity. Calculate the total reimbursable amount(s) for each item(s) and list under the section Total Amount of Reimbursement Requested (50% of Grand Total) of the Expense Item Summary Form. Once this is done, add all items per country claim and list on the Reimbursement Claim Form Cover Page under the section Total Amount of Reimbursement Requested (50% of Grand Total). 
· What about travel expenses? Overseas travel expenses for trade shows/approved trade missions require a separate Travel Expense Summary Form. If applicable, the Travel Expense Summary Form is required for overseas travel expenses (airfare, lodging, and meals and incidentals (M&IE)). Domestic travel expenses to approved U.S. trade show(s) are ineligible. Once you have calculated the expenses, list the reimbursable amount total from that form on the Reimbursement Claim Form Cover Page under the section Total Amount of Reimbursement Requested (50% of Grand Total) along with other expenses for the batch. 

Notes: 
· Travel expenses cannot be submitted independently. Expenses must be accompanied with supporting documentation that proves you exhibited at trade show/approved trade mission.
· SUSTA is able to pay up to two travelers employed with the Branded Company. 
Reimbursement Claim Form Example

Company approved to do promotional activities in Qatar, Bahrain, Kuwait, United Arab Emirates, and Germany.  Expense claims must be submitted in numerical order (see above second checkmark of timeframe to submit expenses):

· Claim 1 Germany

· Claim 2 United Arab Emirates

· Claim 3 Kuwait

· Claim 4 Germany

· Claim 5 Qatar

· Claim 6 Bahrain 

· Claim 7 Kuwait

· Claim 8 United Arab Emirates
Claim 1 Germany submitted February 10 
Reimbursement Claim Form 202 Cover Page attached with expense item summary forms and travel expense summary form (if applicable) 
Expense Item Summary Form claim number 1 Germany item 1 Booth Rental Space (attached with supporting documentation)
Expense Item Summary Form claim number 1 Germany item 2 Electricity (attached with supporting documentation)
Expense Item Summary Form claim number 1 Germany item 3 Shipment (attached with supporting documentation)

Expense Item Summary Form claim number 1 Germany item 4 Translator (attached with supporting documentation)
Travel Expense Summary Form claim number 1 Germany item 5 Travel Expenses (attached with supporting documentation)
Claim 2 United Arab Emirates submitted April 1
Reimbursement Claim Form 202 Cover Page attached with expense item summary forms and travel expense summary form (if applicable)

Expense Item Summary Form claim number 1 UAE item 1 Booth Rental Space (attached with supporting documentation)
Expense Item Summary Form claim number 1 UAE item 2 Printed Sales Materials (attached with supporting documentation)
Expense Item Summary Form claim number 1 UAE item 3 Shipment (attached with supporting documentation)

Expense Item Summary Form claim number 1 UAE item 4 Promotional Give Away Items (attached with supporting documentation)

Travel Expense Summary Form claim number 1 UAE item 5 Travel Expenses First Traveler (attached with supporting documentation) 

Travel Expense Summary Form claim number 1 UAE item 6 Travel Expenses Second Traveler (attached with supporting documentation)
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