Atlantic States Marine Fisheries Commission

TA Number:
Meeting Name:
Meeting Date(s):
Location:
Hotel Details:

Cutoff Date:
Per Diem:
Mileage Rate:

Airport Transportation:

Local Transportation:
Parking:

Basic Guidelines(*):

Reimbursement:

Authorized Travelers:

1050 N. Highland Street. Suite 200A-N. Arlington, VA 22201
703.842.0740 703.842.0741(fax) www.asmfc.org

Vision: Sustainably Managing Atlantic Coastal Fisheries

TRAVEL AUTHORIZATION

15-071 Charge To: 0296000ESUM Authorized By: L@pff?eh"
ASMFC Summer Meeting 2015
August 4-6, 2015
Alexandria, Virginia
The Westin Alexandria 400 Courthouse Square, Alexandria, VA 22314
Reservations: 886.837.4210 or 703.253.8600 Identify ASMFC to receive discounted rate
June 29, 2015
Hotel: $167 sgl/dbl Meals: $66 (512/518/536)

$0.575/mile; transportation expenses over $500 must be pre-approved by Laura Leach,

Pat Campfield or Toni Kerns

The Westin Alexandria complimentary shuttle operates daily 7:00am - 10:00pm and
provides transportation within a 1.5mi. radius of the hotel, including the King Street Metro
Station. Refer to the hotel directions sheet for additional transportation options

The hotel is located 3 blocks from the King Street Metro.

Valet parking only at $26/day

If the distance from your office to the meeting site is under 35 miles, ASMFC will not
reimburse hotel, mileage or per diem but may reimburse any miscellaneous expenses that
would not normally occur during a work day (i.e., parking, tolls). You are responsible for
determining your arrival and departure times. Commissioners (or their proxies) are eligible to
be at all meetings; all others are eligible for reimbursement for meetings of
boards/committees of which they are a member. ASMFC reserves the right to disallow travel
expenses it deems excessive or unnecessary to conduct ASMFC business. Complete ASMFC
Travel Reimbursement Guidelines can be found at
http://www.asmfc.org/files/Meetings/TravelReimbursementGuidelines Jan2015.pdf

You must submit an ASMFC travel voucher with receipts within 30 days of the final day of
travel http://www.asmfc.org/files/Meetings/ASMFCElectronicTravelVoucher Jan2015.xIsx
Electronic travel vouchers and scanned receipts are preferred and should be sent to
accounting@asmfc.org. Vouchers and receipts will also be accepted via snail mail if emailing is
not an option.
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