GUIDELINES FOR MEETING ARRANGEMENTS
Instructions for meeting participants
As Secretariat for the “Resolving the Critical Challenges Now Facing the Global Programme to Eliminate Lymphatic Filariasis” grant, the staff of the Lymphatic Filariasis Support Center (LFSC) is available to assist with administrative details and arrangements for any meetings or workshops related to the grant’s objectives.  In the following are the procedures to be followed to ensure timely and accurate meeting reimbursements.

If you have any questions, please do not hesitate to contact us.

DiAnn Watson, Administrative Assistant
Email: dwatson@taskforce.org 

Tel: +1-404-687-5602

Waithera Kagira-Watson, Financial Analyst
Email: wkagira-watson@taskforce.org
Tel: +1-404-592-1429
PJ Hooper, Program Associate
Email: phooper@taskforce.org
Tel: +1-404-592-1425

I. TRAVEL
A) Booked by LFSC:
DiAnn Watson will be happy to make airline arrangements once you have confirmed your attendance.  Please contact DiAnn as early as possible with the following information:
1. Full name as it appears on passport;

2. City of departure;

3. Dates of travel;

4. Preferred flight numbers;

5. Frequent flyer numbers, if applicable.

Travel will be booked in a timely manner and itinerary and ticketing information will be sent to you.

B) Booked by Individual Participant:

Meeting participants are welcome to book their own travel, and should follow the procedure below for reimbursement. Use of economy class is always preferable, but for some meetings and some journeys business class can be utilized if funds are available.
II. HOTEL RESERVATIONS
To make hotel arrangements, please contact DiAnn Watson with the following information: 
A) The meeting you will be attending;

B) Your travel dates.
In most cases, a hotel will have been selected for the group.  However, if you have another preference on where you’d like to stay, please let us know.
III. PER DIEM

A) Calculations

Meeting participants are eligible to receive per diem to cover both Lodging and Meals-and-Incidental Expenses (which includes local transportation expenses).  U.S. government rates will be used for per diem determinations.  As seen on the websites below, per diem rates are split into an allotment for Lodging and an allotment for Meals-and-Incidental Expenses.  
U.S. government rates can be found online at the following sites:
· International Rates: 

http://www.gsa.gov/Portal/gsa/ep/contentView.do?contentType=GSA_BASIC&contentId=17943 
· US Rates: http://aoprals.state.gov/web920/per_diem.asp
1. Lodging

Participants can choose to have the LFSC pay for the hotel costs in advance where possible, or participants may pay the hotel costs themselves for reimbursement by the LFSC upon submission of the hotel receipts.  
Only room rates and applicable taxes can be reimbursed; other expenses on the hotel invoice will be considered either as personal expenses or as covered by the Meals and Incidental Expenses allotment of the per diem given.

Alternatively, in situations where an LFSC staff member is present at the meeting and has a corporate credit card, the staff member can pay for participants’ hotel expenses (minus any meals or incidentals that are on the hotel invoice) rather than having the participant submit lodging receipts for reimbursement.

2. Meals and Incidentals

The full Meals-and-Incidental Expenses allotment (based on the US government rate) will be provided for each day of the meeting.  On travel dates, half (½) of the Meals-and-Incidental Expenses allotment will be provided. No receipts will need to be submitted for these expenses.
B) Payment

The meeting arranger will provide per diems (based on the above calculations) to each participant upon arrival.  You will need to sign a receipt indicating that you have received this reimbursement.  The meeting arranger will then submit these receipts to the Task Force for accounting back-up.  If you need funds in advance of your travel, please contact Waithera Kagira-Watson to arrange for a check or wire transfer to be sent prior to the meeting.
IV. REIMBURSEMENTS
Please fill in the attached Excel form and email or fax it to Waithera Kagira-Watson to request reimbursement for costs incurred for participation in the meeting that have not been covered by the per diem provided.  All reimbursement requests need to be accompanied by receipts or other appropriate documentation for lodging, tickets, or other expenses not included in the per diems.
For U.S.-based individuals, please provide a mailing address so that a check can be mailed.  For all other reimbursement requests, please provide full banking details on the form below so that a wire transfer may be initiated.

The Task Force for Child Survival and Development
Request for Wire Transfer

Recipient Information

	Full Name of Recipient/Grantee:



	Mailing Address
Street:  

City:   

State or Province & Zip Code (if applicable): 

Country: 

	Telephone Number:


	Facsimile Number:


	Email Address:




Wire Transfer Information
	Account Holder Name:

	Bank Account Number:   
	Bank Routing No. or ABA:  

(Use ABA # for US Banks)

* A routing no. (for foreign banks) or an ABA no. (for US banks) are necessary to effect Wire Transfers and Direct Deposits (ACH) respectively. Please check with the financial institution whether the direct deposit option is available. (ACH is only available for US banks).



	Bank Name:  

Street Address:  

City:  

Country: 

Swift Code: 



