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Robert Wood Johnson Foundation




EXPENSE REPORT (Non-Employee)  
	RWJF ONLY:

Project ID # (if applicable):      


	Payee Name:      
 Dates:  From      
To      

	Traveler Name:     

	Purpose: RWJF Fall Culture of Health Meeting

	Is consultant employed by federal, state (other than at a state university), or local government (either full time or part time)?  FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No

If yes, refer to Foundation Payments to Government Officials and Government Employees on the RWJF intranet.



	EXPENSES INCURRED*                                                                                                           

Economy Air Fare:                       
From                        To      
	Amount

$     


	Railroad Fare:
From      
To      
$
     
	$     

	Auto:
Miles     @ $0.575
From      
To      
$
     
	$     

	Car Rental      
$
     
	$     

	Parking      


$
     
	$     

	Tolls
     
$
     
	$     

	Limousines and Taxis           +       +       +       +       FORMTEXT 

     
 +  =
$
     
	$     

	Lodging (includes meals, etc., shown on hotel receipt)      
$
     
	$     

	Meals           +       +       +       +       FORMTEXT 

     
 +  +       =
$
     
	$     

	Gratuities (not included on other receipts)      
$
     
	$     

	Other Expenses (SPECIFY)      
$
     
	$     

	* Attach original receipts and itemize on this form.

TOTAL EXPENSES
	$     


	FOR ACCOUNTING OFFICE ONLY:

Checked ____________________________
Approved ___________________________

Account ____________________________

Amount ____________________________
P-A-I-D

Date _____________  Ck. No. ___________
	
	By signing this report, the traveler attests that the expenses listed are RWJF business related travel expenses and eligible for reimbursement under the Foundation guidelines listed on the next page.
Traveler’s Signature:                                                                  Date: 

Payee Address:








Mail Expense Report To:  The Robert Wood Johnson Foundation

                                           Post Office Box 2316

                                           Princeton, NJ  08543-2316

                                           Attention:    Deb Malloy                     Telephone: 609-627-5958


	
	
	RWJF Authorized Signature:


*** Please complete appropriate fields, print, sign, and mail to the address shown. ***

Expense Reimbursement Guidelines for Non-RWJF Employees

The following is intended as a guide to non-employees in submitting expenses for reimbursement to The 
Robert Wood Johnson Foundation.

1. The Foundation encourages travelers to use moderately priced hotels.

2. The Foundation will reimburse for economy travel only.

3. To make reservations for ground transportation to the Foundation, please call Concorde Limousine at 888-426-6267 or AAA Taxi, Inc. at 800-481-TAXI.  Ask for the RWJF special rate.
4. The traveler is expected to pay out-of-pocket all ground travel expenses (car rental, limousine, or taxi service) from airports or railroad stations.  Receipts are required for reimbursement of Princeton area limo or taxi service and should be obtained when possible in other locales.

5. When the Foundation has made a guaranteed hotel reservation for a non-employee, it is the traveler’s responsibility to notify either the individual at the Foundation who made the reservation, or the hotel directly if it is necessary to cancel the reservation.

6. The Foundation will not reimburse expenses of a personal nature (i.e., personal phone calls, laundry, valet service or movies).  Costs of internet connectivity up to $25 will be reimbursed.
7. Government regulations require that we have Social Security numbers for all consultants.  Please be sure this is completed on the expense report form in the space provided.

8. Expenses should be itemized and original receipts and tickets attached.

9. Only out-of-pocket expenses will be reimbursed (i.e., value of frequent flyer coupons will not be paid).

All expenses should be submitted within 15 days of the site visit/proposal review/conference attendance.  
Expense reports should be sent to the attention of the responsible Program Officer.

