SAMSI Visitor Expense Reimbursement Form 
SAMSI Expense Reimbursement Information Form


1. Discuss the reimbursement process with Rita Fortune.  
2. You must complete the online Participant Information Form in order to receive reimbursement.  Note that this form need be filled out only once in a given academic year (July 1 – June 30), even if you participate in multiple SAMSI activities during that period.  https://duke.qualtrics.com/jfe/form/SV_cCsPhzMeMrtIa9L
3. Make any necessary corrections to the pre-printed information below.  PLEASE PRINT CLEARLY.

4. Submit original receipts for all expenses.  

5. Receipts for air travel must include the ticket number, travelers name, dates of travel, the total charge, and the currency as well as boarding passes.
6. SAMSI cannot reimburse expenses for alcoholic beverages, telephone calls, or entertainment (i.e. in-room movies, laundry, theater, etc.)

7. If you have used your personal car provide the total number of miles traveled for SAMSI purposes.
Name  
Permanent Home Mailing Address


Email Address: ___________________________________________
Telephone:  ______________________________________________

Please select one:    I am:    ___US Citizen  __US Permanent Resident    __Other 

If you are a US Permanent Resident, please provide a copy (front and back) of your Green Card.  If you are not a US Citizen or US Permanent Resident, please see the attached requirements for reimbursement.  
Expense Request for the Period from                       to 

Expense Detail (list each type of expense, the total for that item and, attach original receipts)
1.       RENT/LODGING
2.       MILEAGE (attach mileage log) (for use of personal car only)
3.       AIRFARE
4.       RENTAL CAR
6.
 

TOTAL:
Signature 
Date 

Return this form, original receipts, and all immigration information to:

SAMSI 

Attention:  Rita Fortune






PO Box 110207
Research Triangle Park, NC  27709

Please wait at least 6-8 weeks before inquiring as to the status of your reimbursement
VISA TYPE
REQUIREMENTS FOR REIMBURSEMENT
B1 or WB 
1.
Copy of electronic record of I-94. Available on-line at www.cbp.gov/I94
The copy MUST be obtained before departing the US. 


2.
Copy of a valid Passport & the arrival stamp


3.
If you have an I-94 Card (rather than the electronic record), a copy of both sides of the I-94 card

J1

1.
Copy of electronic record of I-94. Available on-line at www.cbp.gov/I94
The copy MUST be obtained before departing the US. 

2.
Copy of a valid Passport & the arrival stamp


3.
Copy of the DS2019 form



4.
Copy of letter from sponsoring institute’s visa office that your visa is in



good standing while you are attending this workshop
HIB

1.
Copy of electronic record of I-94. Available on-line at www.cbp.gov/I94
The copy MUST be obtained before departing the US. 



2.
Copy of a valid Passport & the arrival stamp

3.
Copy of Form I-797a
B2 or WT
1.
Copy of electronic record of I-94. Available on-line at www.cbp.gov/I94
The copy MUST be obtained before departing the US. 


2.
Copy of a valid Passport & arrival stamp



3.
Declaration Form
F1

1.
Copy of electronic record of I-94. Available on-line at www.cbp.gov/I94
The copy MUST be obtained before departing the US. 


2.
Copy of a valid Passport & the arrival stamp


3.
Copy of the I-20 form



4.
Copy of letter from sponsoring institute’s visa office that your visa is in



good standing while you are attending this workshop
US

1.
A copy of the Front & Back of the Permanent Resident Card

PERMANENT

RESIDENT


TN

1.
Copy of valid passport and the arrival stamp



2.
Copy of I-94 card or electronic record of I-94 (available online at www.cbp.gov/I94)



3.
Letter of permission from their sponsoring institution per the institution noted on the back of the I94 card 
**If you are a US Citizen or US Permanent Resident you must complete a W-9.

IF YOU HAVE THE PERMANENT RESIDENT CARD IT IS ABSOLUTELY NECESSARY THAT YOU PROVIDE A COPY OF THE BACK OF THE DOCUMENT, EVEN IF THE BACK OF THE DOCUMENT IS EMPTY.
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