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Project Compass National Convening – Travel Details
Please note that original, detailed receipts are required for all reimbursements, so please hold on to them. The only exception is for cash tips that are provided for hotel housekeeping or shuttle drivers (max $5/day). 

Meals
A full breakfast and lunch will be provided on both days of the event. Dinner is on your own and is reimbursable at a maximum of $36/per day. We will not be able to reimburse for any alcohol charges and any applicable charges plus taxes, should be clearly deducted from any receipts you submit for reimbursement.
Tuesday, 4/24 - Meals/snacks en route to Arlington, on your own (reimbursable)
Tuesday, 4/24 - Light reception at 5:30pm, Galaxy Ballroom, Sheraton National Hotel
Tuesday, 4/24 - Dinner on your own (maximum reimbursement is $36)
Wednesday, 4/25 - Breakfast is provided (no reimbursement)
Wednesday, 4/25 - Lunch is provided (no reimbursement)
Wednesday, 4/25 - Dinner on your own (maximum reimbursement is $36)
Thursday, 4/26 - Breakfast is provided (no reimbursement)
Thursday, 4/26 - Lunch is provided (no reimbursement)
Thursday, 4/26 - Snacks/Dinner, on your own during return home (reimbursable)

Hotel shuttle 
There is a free shuttle from the Washington Reagan airport to the hotel as well as to restaurants and shopping near the hotel. Please use this service. Taxis and shuttles to and from the hotel and airport are not reimbursable.
Internet access
Free wireless internet access will be available in guest rooms.

Parking
If you are driving, complimentary parking is available at the hotel.

Tipping
Charges for tipping on meals, hotel housekeeping, taxis, etc are reimbursable. Tipping on meals will only be reimbursed up to 20% of the bill (after alcohol has been deducted).

Reimbursements

A reimbursement form will be provided for charges that are incurred during travel to and at the event. This would include items such as transportation to/from your home airport, airport parking, baggage fees (1 bag maximum), meals, etc. Please remember to retain all original receipts and note that you will also certify that all reimbursements were incurred as part of your participation in the Project Compass convening. Any personal travel, entertainment activities or work outside of the event are not reimbursable expenses. 
Reimbursement requests must be postmarked by May 14, 2012.
Please submit reimbursements to:

WebJunction

Attn: Zola Maddison

220 W. Mercer St, Ste 200

Seattle, WA 98119
This project is made possible by a grant from the U.S. Institute of Museum and Library Services.

