FHEA ASHE Conference Reimbursement Guidelines

Intent:  FHEA will pay reasonable expenses that are not covered by other entities during the time of conference and reasonable travel time up to the agreed upon $ limits (of scholarship or authorized travel amount).  Electronic or paper receipts are required for reimbursement.

Reasonable expenses include:
· Airfare
· Off-site airport parking
· Ground transportation, tolls
· Conference registration
· Meals, not covered by conference
· Hotel room rental (excluding bottled water, movies, etc)

Expenses not reimbursable;
· Alcohol
· Spouse or other traveler expenses
· Extra day/night expenses incurred (outside of necessary early travel, eg. Sunday travel for 8AM Monday conference cost would be covered)
· Gifts/souvenirs
· Extra conference classes, like CHFM, etc
· Conference excursions, like harbor tours

ASHE provides the following meals
	
	Breakfast
	Lunch
	Dinner

	Day -0 (Sun)
Pre conf-leadership 
	Incl-Leadership
	Incl-Leadership
	Welcome recept. - ALL
heavy hors d'oeuvres

	Day 1 (Mon)
	incl
	incl
	Reimbursable if not going with a vendor

	Day 2 (Tues)
	incl
	incl
	Reimbursable if not going with a vendor

	Day 3 (Wed)
	incl
	Reimbursable
	Reimbursable if not home already



Full breakfast is provided for the 7 AM sessions, FHEA encourages full participation, so get up and go learn.  Continental breakfast included for the 8:30 AM sessions.  Welcome reception hors d’oeuvres may suffice or dinner will be reimbursable if not eating with vendor.
