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The Cotsen FoundaƟon for the ART of TEACHING (“FoundaƟon”) in pursuing its organizaƟonal mission aims to provide 
educators (“Travelers”) with opportuniƟes to enhance their knowledge in aƩaining the highest levels of teaching excellence. 
 
Conference aƩendees must submit an expense reimbursement form with receipts and a signed copy of this policy. Receipts and 
supporƟng documentaƟon for deposits and balances due should specify a charge was placed on a personal card. The 
FoundaƟon cannot reimburse Travelers who do not submit receipts or those who submit booking confirmaƟons in lieu of 
receipts i.e., hotel acknowledgements confirming the reservaƟon without an actual payment being made.  
 
The Foundation establishes a maximum reimbursable allowance for any conference and will not reimburse Travelers beyond 
that amount. Maximums vary based on the conference and host city. The Foundation will not reimburse conference attendees 
for food or meals. For questions, please ask your mentor or Foundation staff member before booking any travel arrangements. 
 


