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EVALUATOR EXPENSE FORM

To complete this document, place your cursor on each line and key the information.  
	NAME:
	

	FULL ADDRESS:
	

	
	

	PHONE
	

	SOCIAL SECURITY #:
	

	DATES OF VISIT:
	

	NAME OF SCHOOL:
	

	LOCATION OF SCHOOL:
	


EXPENSES

	AIRFARE:
	

	HOTEL:
	

	RENTAL CAR:
	

	TRAIN/BUS
	

	TAXI:
	

	MEALS:
	

	TIPS:
	

	PARKING:
	

	GAS:
	

	TOLLS:
	

	MILEAGE x.55/mile:
	

	MISCELLANEOUS:
	

	
	



(Attach all receipts, including telephone & fax details)

	GRAND TOTAL OF ALL EXPENSES:
	

	**HONORARIUM PAID BY ABHES:
	

	BALANCE DUE:
	


**see back for honoraria and additional expense information

	
	


(Signature) 
(Date)

	Paid by:
	
	Date:
	


EXPENSE GUIDELINES & REIMBURSEMENT

HONORARIA

All evaluators who participate in evaluations of ABHES-accredited institutions receive an honorarium.  Honoraria are paid as follows:

TEAM LEADER - $200 per day spent at the institution being evaluated

TEAM MEMBERS - $200 per day spent at the institution being evaluated

AHBES requests that you furnish your social security number for tax reporting purposes. If you make $600 or more in honoraria over the calendar year, you will receive a Form 1099 misc to be filed with your tax return (this is an IRS requirement). All questions concerning the payment of honoraria should be directed to the ABHES office.

NON-REIMBURSABLE EXPENSES

The following items are not considered reimbursable expenses by ABHES:

1. First class airline tickets (team members should contact the ABHES office for authorization to purchase airline tickets exceeding $600)

2. Additional hotel nights/meals (unless authorized by the ABHES office to curtail high airline expenses, such as a Saturday-night stay)

3. Spouse/guest expenses, including additional hotel room costs

4. Excessive personal telephone calls (defined as more than a few, short calls per day)

5. Valet/dry cleaning services for short visits (2 days or less) or excessive valet/dry cleaning services for longer visits

6. In-room hotel movies

7. Rental cars, unless approved by ABHES staff prior to the visit

Please keep in mind...

• an evaluator reimbursement form must be used and submitted with original receipts
• obtaining discounted airfares is encouraged and should be done whenever possible

• hotel or airport shuttle services should be used to get to hotels

• costs of meals should be reasonable and room service kept to a minimum

ALL EXPENSE REIMBURSEMENT REQUESTS ARE DUE WITHIN 30 DAYS OF THE VISIT!
Effective January 1, 2010
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