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	SolidWorks User Group Network

Meeting Reimbursement Form


	SWUGN Meeting Support

	The SolidWorks User Group Network will help support your meetings with financial assistance of up to $400.00 per meeting for meeting rooms, audio/visual equipment and light food.  Please fill out this form completely, provide receipts, and a detailed account of costs.


	User Group Meeting Information

	Group name:
	     
	Meeting Date:
	     

	Contact/Payable To:
	     
	Attendance:
	     

	Address:
	     
	City:
	     
	State:
	  
	Zip:
	     

	Please enter all expenses below up to $400.00.  Allowable expenses include meeting room(s), rental of audio/visual equipment (computer, video projector, etc.), and food.  Receipts MUST be provided.  SWUGN does NOT reimburse expenses for speakers or technical presenters, web site hosting, or other items not directly related to meeting expenses.  Please list the types of venue and food involved even if they were donated, this information will be helpful for other groups.

	Expenses:

	Venue:
	     

	Venue
Type:
	 FORMCHECKBOX 
 Hotel 
	 FORMCHECKBOX 
 Hosted Site
	By:      

	
	 FORMCHECKBOX 
 EDU Facility
	 FORMCHECKBOX 
 Other 
	Specify:      

	Food:
	     
	A/V:
	     

	Notes:
	     
	Venue Cost:
	     

	
	
	Food Cost:
	     

	
	
	A/V Cost:
	     

	
	
	Other:
	     

	
	
	Total:
	     


	Submitting your request:

	All reimbursement requests are now handled electronically.  Scanning your receipts and emailing your requests will result in the fastest service.  If you do not have access to a scanner, you can mail your requests to the address listed below.  You can also arrange to have your reimbursement electronically transferred to your account.  If you have not yet been set up with an EFT, contact us at usergroups@solidworks.com for details.

	Via email (1 to 2 weeks):

1. Scan your receipts (jpg, tif, or png format is preferred)
2. Fill out this form completely

3. Create a compressed file (WinZip) of all the documents.
4. Email the file to:

usergroups@solidworks.com
	By mail (4 to 6 weeks):
1. Make clear copies of all your receipts.

2. Fill out this form completely

3. Mail your request to:

Richard Doyle

User Community Coordinator

20517 Kearney Hill Rd.

Pflugerville, Texas 78660


	For office use only:

	Invoice Number: USMT
	Invoice Date:
	     

	Account Number: 623500-00101_FI400021
	Epicor Reference Code: USMT


