Reimbursement Instructions for the 
Mid-Atlantic Region III Annual Meeting 
April 10-12, 2024
Alexandria, VA 
Thank you for attending the 2024 Mid-Atlantic Region III Annual Meeting. We hope that you enjoyed your stay in Alexandria. Please read the following instructions carefully so that the reimbursement process may be completed quickly and accurately.  You will receive reimbursement if you are on your HTC’s Master List (4 persons per HTC reimbursed by the Core Center), an REC member or speaker.  
       Reimbursement and W-9 forms are available on the regional website @ www.htc3-annual-meeting.com.
1. Please complete the Travel Expense Worksheet.  Please include your name, email and mailing addresses, telephone number and the date submitted. 
a. Line 1: Please list your dinner on Thursday, April 11th  at the per diem rate of $36 per person.    
b. Line 2: Please list the cost of parking at the train station or airport. 

c. Line 3: Please list the cost, including tip, of the taxi/shuttle/metro to and from the hotel. 
d. Lines 4 and 5: Only complete lines 4 and 5 if you drove to Alexandria. 
i. Line 4: Please list the number of miles driven each way and then calculate the total amount for reimbursement in the total line (total miles driven x $0.67).  You must include MapQuest or Google Map directions to verify the number of miles. 
ii. Line 5: Please list the amount of any tolls. 
e. Line 6: Please list the total cost for your plane or train ticket. 

f. Total the expenses and put them in the total line. 

2. Make copies of all receipts. You should include a receipt for all expenses listed in lines 2, 3, 5 (if you have E-Zpass, please include the statement from the website) and 6. You do not need a receipt for your dinner expenses.  
3. Please complete the W-9 Form. You must sign and date this form. 
4. Scan all of the above documentation and send via email to howell@chop.edu 
5. If you need to send a paper copy, please direct it to: 
Lisa Maiale-Howell
The Children's Hospital of Philadelphia


The Hub 

             3500 Civic Center Blvd #13550-07

Philadelphia, PA 19104
To receive reimbursement for your travel expenses, all requests must be submitted by 
May 31, 2024. If you have any questions about completing these forms, please contact 
Lisa Maiale-Howell @ howell@chop.edu.  Thank you!
