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	Travel Expense Claim Checklist

Name of Trade Show/Trade Mission:
Official Dates for Trade Show/Trade Mission:


ATO Notification Proof:

 FORMCHECKBOX 
 Pre-travel notification sent at least two weeks prior to traveling (Email sent to the ATO or Attaché)

Airfare:

 FORMCHECKBOX 
 E-Ticket itinerary confirmation or passenger itinerary receipt

 FORMCHECKBOX 
 Boarding passes (electronic versions are acceptable) or frequent flyer statement

 FORMCHECKBOX 
 Airfare proof of payment 

 FORMCHECKBOX 
 Quote/Comparison if extending trip, flying non-direct flight, flying other than full fare economy class

Lodging:

 FORMCHECKBOX 
 Detailed hotel bill if you booked directly through hotel

 FORMCHECKBOX 
 If booked through 3rd party site (e.g. Hotels.com), hotel proof of stay that includes:
· Hotel’s name

· Traveler’s name

· Room number

· Check in and check out dates

 FORMCHECKBOX 
 Hotel proof of payment

Proof of Activity:

 FORMCHECKBOX 
 Clear photos of travelers shown in trade show booth or participating at trade mission. Photos must also clearly show brand and U.S. origin statement signage

 FORMCHECKBOX 
 Trade show exhibitor’s guide that shows company’s listing

 FORMCHECKBOX 
 Agenda/Itinerary for outbound trade mission

 FORMCHECKBOX 
 Trip report 
 FORMCHECKBOX 
 List of contacts made at trade show and/or trade mission
Travel Expense Worksheet:
 FORMCHECKBOX 
 Complete one per traveler and submit with supporting documenting in Expense Claim. Find the spreadsheet on SUSTA’s website.
Have questions about required documentation for travel expenses? 
Contact SUSTA: (504) 568-5986 or costshare@susta.org
