[image: image2.jpg]4321 N. Ballard Road, Appleton, WI 54919-0001
www.thriventbuilds.com « 800-236-3736

Thrivent:
aBul with Habitat for Humanity>

Hab|tat ‘ WThn‘vent Financial
Ior Humanity® for Lutherans-




TBW Team Leader 

Travel Reimbursement Instructions
Thrivent Builds Worldwide team leaders play a crucial role in providing our members with a successful trip experience. Because of that, team leaders are able to request reimbursement for their airfare costs or mileage as well as a few other expenses to arrive at your destination. 


	El Salvador
	Gulf Coast

	Max reimbursement
	Max reimbursement

	Accumulated max reimbursement amount: 

· Up to 10 people: $600

· 11 or more: $900
	Accumulated max reimbursement amount: 

· Up to 10 people:   $400

· 11 or more: $600

	Totals above include team leader. Example: 9 participants + 1 team leader = 10 people


	Forms

 Be sure to complete ALL gray shaded sections on the applicable form.

	· Use Team Leader Reimbursement Excel form for ALL reimbursements.
· Use tab labeled El Salvador.
	· Use Team Leader Reimbursement Excel form for ALL reimbursements.
· Use tab labeled Gulf Coast.


To begin, ALL team leaders should follow these steps:

Step 1: Your TBW Engagement Specialist may have sent you this Excel form, but you may also download it from (TBW Team Leader Reimbursement Form)
Step 2: At the bottom of the Excel document, select the tab that corresponds to your trip destination. 
Step 3: Fill out “Payee Information” in rows 6-10.
Step 4: Fill out “Trip Information” in rows 13 – 15. (Note: Cell G15 will automatically calculate the maximum reimbursement amount for El Salvador and Gulf Coast team leaders depending on the total number of participants that you select in that cell)
Step 5: Fill out “Payee Bank Information” in rows 36 - 45. (Note: incompletion of this section will delay your reimbursement, please be sure to fill out all gray areas.)
Step 6: Continue to complete the requested reimbursement areas starting in row 17, each destination section varies. 
Step 7: Scan or send in your receipts (keep a copy for yourself just in case)

Step 8: Please send your “TBW team leader reimbursement form” to:

a. Excel forms are accepted via Email:
“TBW team leader reimbursement form” send via email to: ThriventGrants@habitat.org 

b. If you prefer for security reasons to fax or mail your reimbursement form, you may do so at:

a. Fax receipts:
Habitat for Humanity International
Attention: Kellie-Ann Brown
(229) 410-7461


b. Mail* receipts to:
Habitat for Humanity International
Attn: Kellie-Ann Brown
270 Peachtree Street, Suite 1300

Atlanta, GA 30303  
*Please use mail as the last resort as it will slow down the transfer process and time-line, email or fax is preferred. 
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Only El Salvador & Gulf Coast Team Leaders 
should continue and use the information below:
El Salvador and Gulf Coast team leaders, please take the following information into account when booking your flights or planning your drive. The amounts listed are the upper limit amounts, but the reimbursement will be based on actual amounts spent. 

	Destination
	Reimbursement Limit

	Gulf Coast
	Up to10 people = $400

11 or more people = $600

	El Salvador
	Up to 10 people = $600

11 or more people = $900


  
You may submit receipts for the following expenses*:

a. Airline tickets
b. Mileage to/from host affiliate in the US
c. To/from airport 
d. Tolls
e. Parking
f. Airline luggage fees
g. Medical kit (El Salvador only; up to $60 max) – new or refilling existing kit
*No other expenses will be reimbursed outside of this list. 
Please keep in mind the following guidelines when submitting for reimbursements:

1. The sum of these expenses may not exceed the maximum amount indicated above for the region that you lead a TBW team. 
2. You may not submit for reimbursement any other expenses than the ones on the list mentioned.
3. All expenses must be accompanied by a receipt or they will not be reimbursed (mileage and tolls less than $15 are excluded).  Credit card statements are not accepted; original receipts are required.
4. The “TBW Team Leader Travel Reimbursement Form” must be received within 30 days of your return from your trip. You may not submit for ANY expense before your trip. 
5. Only 1 reimbursement form will be accepted per team event code. If a large team has been divided into 2 teams by the TBW Engagement Specialist, each team will have their own event code. Each team must be lead by a leader that has been trained and officially leading a second group of 10-15 people. Reimbursement is not possible for 2 leaders per team. 
6. Your reimbursement transfer will arrive in your account approximately 10 business days after it’s submitted.
**If you have any questions while filling out the Team Leader Reimbursement Form, please contact a Thrivent Builds Worldwide staff member.   







