Leadership Development Institute Program 
ACC’s 2017 Annual Meeting


• TRAVEL INFORMATION •
ACC’s required procedures for covering meeting-related expenses are noted below. If you have any questions regarding these procedures, please contact Tori Payne at 202.293.4103, ext. 337.

Expense Report - To expedite payment of your expenses, please complete the attached form and return it to Tori Payne (1025 Connecticut Avenue, NW, Suite 200, Washington, DC, 20036) with all corresponding receipts no later than November 30, 2017.  Note: Expenses submitted after this date will not be paid.

Travel - ACC provides reimbursement for travel in the form of a $ stipend. Receipts/ticket stubs for transportation (train or plane) should be attached to your written request for reimbursement.  You will be reimbursed for travel up to the limit of your stipend or, when the actual cost is less than the stipend, for the exact amount as stated on your ticket.

Hotel - ACC will cover the cost of a standard sleeping room plus applicable taxes. ACC will not cover any incidental charges (including room service, in-room movies, honor bar, phone calls, laundry, etc.) to your room.

All scheduled meals, receptions and coffee breaks are included as part of your Annual Meeting registration.  We invite you to attend these functions.  No other meals or personal expenses will be covered.

Please keep this information for your records.
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Questions?  Call Tori Payne at 202.293.4103, ext. 337

