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Dear Conference Participant:

We are delighted you will be participating in the  NEH sponsored “Beyond Golden Age and Decline: Muslim Societies in Global Modernity, 1300-1900” (Scholars Forum at GMU March 14-15, 2011, Project Development Workshop in Charlottesville, VA, March 16-17).
Sponsored by the Ali Vural Ak Center for Global Islamic Studies at George Mason University.

As a state university, we are required to obtain receipts and other documentation for most travel expenditures that are reimbursed on an actuals basis. Please find general information below regarding your travel approval, travel plans, reimbursements and honorarium payment and special instructions for those participants who are not US citizens or permanent residents of the US (non-immigrant visa holders).
TRAVELER APPROVAL INFORMATION: Please See the Project website at http://islamicstudiescenter.gmu.edu/modernities for instructions on booking travel and hotels. We will need the completed forms well in advance of your travel. 

AIRLINE TRAVEL : Please book all travel through the Center’s Travel Agency, Uniglobe/Ultimax Travel. They can be reached during USEST business hours at their US toll free number 1-866-629-8728 or INT’L toll number 1-703-707-0200. You may also reach them by email at reservation@ultimaxtravel.com or ary@ultimaxtravel.com. 

TRAVEL REIMBURSEMENTS: Please submit an itemized list of travel reimbursement upon return from the conference to the following address:

Attn: Ann Birkelbach, Assistant Director

10517 Braddock Road, Suite 1700

Fairfax, VA 22030

USA

The Center will cover transportation expenses to/from your residence and to/from conference hotel and meals during time of travel. The Center will not cover incidentals at the conference designated hotel such as laundry, movie rental, personal phone calls, meals outside of the conference dates, late check-out hotel fees or changes to your flight itinerary. Flight itinerary changes due to health and/or family emergencies can be considered on a case by case basis.
 HONORARIA : The Center wishes to thank you for your participation and attendance at the conference. An honorarium payment will be made to you which will also include  all travel reimbursements that are submitted to the Center. Due to state regulations regarding honorarium and reimbursement processing, participants can expect reimbursements not earlier than 60 days of the conference date. International participants can expect payment not earlier than 90 days.

INFORMATION FOR INTERNATIONAL PARTICIPANTS
All international participants must submit, in addition to the Travel Authorization and itemized receipts, the following forms and information:

Certificate of Eligibility Form 

Foreign National Form

W8-BEN

Copy of Passport

Copy of I-94 or visa
These documents and guidelines are set by the by the Office of International Programs and Services.

Thank you for your cooperation with these procedures to ensure a timely processing of your honorarium and reimbursements.

Regards,

Ann Birkelbach, Asst. Director

Ali Vural Ak Center for Global Islamic Studies

Ali Vural Ak Center for Global Islamic Studies


10517 Braddock Rd.,Suite 1700, MSN1H3


 Fairfax, Virginia  USA 22030 T:703-993-5404 545410


Phone: 703-993-XXXX; Fax: 703-993-XXXX
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