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ASSOCIATION OF MUSEUMS
revised 6/2010


Accreditation Visiting Committee Travel Expense Form
This form should be returned within 30 days of expense incurred to ensure timely processing of expense reimbursement. Please review the Peer Review Travel Policy before completing this form.
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Name:

Institution Visited:


Make Check Payable to:

City, State:



(if different than above)

Address:

Number of Working Days:


City, State, ZIP:

Phone Number:

	Date
	
	
	
	Totals
	AAM use only

	Subsistence Expenses
	
	
	
	
	

	
Meals
	
	
	
	
	

	

Breakfast
	
	
	
	
	

	

Lunch
	
	
	
	
	

	

Dinner
	
	
	
	
	

	
Total of Meals
	
	
	
	
	

	Lodging Expenses
	
	
	
	
	

	
Lodging
	
	
	
	
	

	
Total of Lodging
	
	
	
	
	

	Travel Expenses
	
	
	
	
	

	
Air/Rail Travel
	
	
	
	
	

	Private Car Mileage: 

 51 cents/mile

$.55.5 x _______miles
	
	
	
	
	

	
Taxi
	
	
	
	
	

	
Rental Car
	
	
	
	
	

	
Total of Travel
	
	
	
	
	

	Miscellaneous Expenses
	
	
	
	
	

	Miscellaneous Expenses

(explain on back)
	
	
	
	
	

	Total of Misc. Expenses
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Explanation of Miscellaneous Expenses or those that include others than yourself:


Abridged Peer Review Travel Policy

Effective June 2010

*Please visit the AAM website to view the complete policy.

The site visit is a professional business trip that typically includes transportation, hotel accommodations, and meals. All reasonable expenses directly related to a Peer Reviewer’s site visit (outlined below) are reimbursable. It is the peer reviewer’s responsibility to report his/her actual travel and related expenses in a timely, responsible, and ethical manner, in accordance with the regulations set forth in this Policy. Peer Reviewers are expected to use good judgment regarding travel-related expenses.  

Expense Reimbursement Timing 

Request for reimbursement of expenses, with the appropriate documentation (see below) should be submitted for reimbursement within 2 weeks  of the site visit. This timing is very important as it impacts the management and the requirements of AAM’s standard accounting practices. 

Expense Documentation

AAM does not reimburse on a per diem basis. Only itemized expenses will be reimbursed. Exceptions will be made to this policy only for incidental cash transactions under $15 in situations where receipts are not traditionally provided (e.g., vending machines, tips, subway fares, in-flight food purchase, etc.). 

Acceptable documentation:

· Original itemized receipts (date, service description, provider)

· Copies of itemized receipts

Unacceptable documentation:

· Copies of credit card statements

· Handwritten notes

Summary of Reimbursable Expenses

*For full description of reimbursable expenses, please reference the Peer Review Travel Policy on the AAM Website.

YES:
· Coach class air, rail, or bus fare

· Mileage for use of personal vehicle (please include a printout of the route to verify approximate mileage)
· Rental car

· Ground transportation (airport shuttles, taxis, public transportation, etc.)

· Lodging in a commercial establishment (hotel, motel, inn, B&B)

· Airline standard checked baggage fee for up to two bags

· Meals en route and at destination

· Standard tips

· Parking (airport, hotel, on site)

· For Accreditation visits; costs of mailing Self-Study materials to the other team member and back to AAM

NO:
· Alcoholic beverages

· Personal services such as dry cleaning, in-room pay-per-view entertainment (movies, games, etc.)

· Unreasonable or unsubstantiated expenses

· Personal travel 

· Travel upgrades

· Expenses related to any spouse/family/friend accompanying the peer reviewer on the visit

· Expenses related to other business (personal or museum business) enroute to the site visit destination or when at the destination

· Overweight/sized checked bagged fees

Any questions or concerns should be directed to Accreditation Program staff at either accreditation@aam-us.org or 202-218-9116.

Please date the form and type or sign your full name. In signing below, you have agreed to the terms of AAM’s Peer Review Travel Policy.

X


Signature



Date

Forms and receipts may be sent to:
American Association of Museums

Attn: Accreditation Program

1575 Eye Street, NW, Suite 400

Washington, DC   20005

The Accreditation Visiting Committee Travel Expense Form is also available digitally on the AAM Website.
                              Total of All Expenses to be Reimbursed
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