BILL& MELINDA
GATES foundation

Participant & Candidate “How To” Guide:
Requesting expense reimbursement

Includes Frequently Asked Questions!

Click here for the Participant & Candidate Travel and Expense Policy
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Reimbursement Process Summary

Step 1: You receive an invitation to attend a foundation meeting with registration
instructions and a link to the Participant & Candidate Travel & Expense Policy.

Step 2: After registering, you receive instructions on how to arrange travel.

( ]
Step 3: You return required travel information either via an attachment or online via a link
provided to you.

Step 4: You receive an itinerary from a foundation representative.

Step 5: You attend the foundation event or meeting.

Step 6: You receive instructions for submitting an expense reimbursement claim.

Step 7: You create an expense report and submit your claim.

Step 8: You receive an email to provide banking information for reimbursement.
Reimbursement is issued to your bank account approximately 10 business days.

Foundation Contact Information

Events Support Events@gatesfoundation.org
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Reimbursement Policy Summary (See full policy for details)

Our objective is to provide our participants and candidates with logistical and financial support that enables us to work together and
further the mission of the foundation.

As a participant or candidate, you are responsible for understanding this policy before incurring expenses. Expenses not expressly
covered in this policy are not eligible for reimbursement.

e For expenses of USD75 or more, a corresponding receipt is required. See full policy for events
sponsored by foundation offices outside of the U.S.

e Reimbursement requests are submitted via the Concur online tool.

e Candex issues reimbursement payment via electronic funds transfers direct to your bank
account.

General Info

¢ Reimbursement requests must be received within 60 days of the foundation event.
e Weonly reimburse participants themselves, not the organization for which they work, since
participants attend foundation events and incur out-of-pocket expenses as individuals.

TYPE OF POLICY HIGHLIGHTS POLICY PAGE
EXPENSE REFERENCED
Air e You must contact the foundation travel department prior to all foundation air travel. 1
Transportation e Airfare will be booked and paid for through the foundation travel department unless

expressly directed by a foundation representative to do otherwise. If booking your own
travel, you will need a pre-trip quote from the foundation travel department before doing so.

Combinipg e Inorder for your foundation travel-related expenses to be eligible for reimbursement, you'll 1
Foundation & need to contact the foundation travel department, in advance of travel, for a pre-trip quote.
Non-Foundation

Travel

Lodging e Lodging will be arranged and paid by the foundation, unless expressly directed to 2

do otherwise by the foundation travel department. In such cases, the actual
expense for lodging may be eligible for reimbursement within the guidelines of the
policy and if submitted with proper receipts. Daily limits apply.

e Except for internet charges and parking, incidental expenses incurred such as
telephone, movies, mini bar, laundry, and other services are not eligible for
reimbursement.

Ground e Taxis and other modes of public transportation are eligible for 2
Transportation reimbursement provided they are not used in lieu of foundation provided
transportation.

e Airport parking is eligible for reimbursement for the duration of the foundation-sponsored
event if submitted with required receipts.

* Mileage for personal vehicles is reimbursable at the U.S. Internal Revenue Service (IRS) rate.

Meals o Expenses for meals are eligible for reimbursement provided they are not incurred 3
in lieu of foundation-provided meals. In such cases, the actual expense for meals
may be eligible for reimbursement within the guidelines of the policy and if
submitted with receipts (required if USD75 or more). Daily limits apply.

Travel-related e Standard fees paid for a passport, travel visa(s), and vaccines obtained specifically 3
Insurance_, fees for a foundation-sponsored event may be eligible for reimbursement if within the
and Vaccines guidelines of the policy and submitted with required receipts.

e Fees from airlines that charge for the first checked bag are eligible for
reimbursement.

e  When traveling to a foundation event more than 100 miles from their home
country, participants and candidates are automatically insured for certain travel and
medical circumstances under the foundation travel insurance policy. Additional
insurance purchased by participants and candidates is not eligible for reimbursement.



FAQs

The Bill and Melinda Gates Foundation is pleased to be sponsoring your visit. Please see the
PARTICIPANT & CANDIDATE TRAVEL AND EXPENSE POLICY for important policy-related information.

Expense Reimbursement Policy

Here are some frequently asked questions about reimbursement policy:
Can | submit my expense claim at any time?

No, you must submit your expense claim within 60 calendar days of your participation in the
foundation event. (If the event is multi-day, then it's 60 days from the last day of the event.)

Is there a maximum meal allowance?
Yes, there’s a maximum daily meal amount. For details, refer to the policy link above.
Should | book my own travel?

No, unless instructed directly by the foundation travel department to book your own
travel, you should work with the foundation's travel team to arrange the appropriate travel
itinerary for you.

When do | need to provide a receipt and what if | don't have one?

Our policy requires receipts to be submitted for single expenses of USD75 or more. If one of
your expenses exceeds this amount and you do not have a receipt, we unfortunately cannot
reimburse you for that expense. See full policy linked above for complete description of
receipt requirements for non-US office foundation sponsored events.

Expense Reimbursement Process

Here are some frequently asked questions about reimbursement process:

How long will it take for me to get reimbursed?

You can expect to receive your reimbursement in approximately 10 days after
entering your bank information.

Can | check the status of my claim?

Yes, using your login name, you can log into Concur at any time. You can also adjust your
automated alert preferences. Click on profile settings, then expense preferences on the left
navigation.



Pre-Trip Quotes

If you are combining personal travel with your visit to a foundation event, you may book your own travel.
In this instance, a pre-trip quote from the foundation travel department is required. You will be prompted
to attach the quote when submitting your claim for reimbursement.

If the foundation has booked and paid for your air transportation, you do not need a pre-trip quote.
When and how should | get a pre-trip quote?

After you have registered for a foundation event and prior to arranging your travel, work with the
foundation travel department to obtain a pre-trip quote.

What if I’'ve already booked my airfare and | don’t have a pre-trip quote?
Contact your foundation representative for next steps.
| have my pre-trip quote. What do | do with it?

When you enter this expense into the expense report, you will be prompted to attach the
document to your expense report.

Submitting a Claim

What if | already have a Concur account? Can | use that same account?

No, you'll need to use the link and user name the foundation provides to you
(firstlastguest@gatesfoundation.org). Any other existing Concur accounts will be unaffected.

How will | receive payment? Is it secure to enter my bank information?

You will receive payment direct to your bank account; it is the fastest and most secure method for
issuing your payment. The third-party vendor, Concur, offers the highest level of internet security
available.

Can | save my report and return to it, prior to submitting it?
Yes, you may save your work and come back to it.

I’d like to be reimbursed in a currency other than what’s currently showing in my profile. How can
| change it?

If you'd like to change your reimbursement currency, please contact
expense@gatesfoundation.org. Note: your reimbursement currency must align with the location
of your bank account.

| forgot one expense. Can | add it after I’'ve submitted my report?

No, once you've submitted your report, it cannot be modified. Feel free to submit another report
using the same login information.

If you still have questions or need additional help, contact: Expense@gatesfoundation.org




Getting started/Logging on

1. You will receive a welcome email from Expense@gatesfoundation.org with
instructions on how to log into Concur.

2. Go to https://www.concursolutions.com/ (Use only the web browser version of
Concur.)

3. Use the login name provided in the welcome email, it will typically be your
FirstnameLastnameguest@gatesfoundation.org. Note this appears to be an
email address but no communication will be sent to this login.

4. Click Sign in with an email link

< Sign In

meghnaguest@gatesfoundation.org

sign in with:

[ Azure SSO ]

SAP Concur Password

Sign in with an email link

5. Check your email (the email address that your welcome email was sent to). You may
need to check your spam/junk folders also.

Check your email

We have sent an email to you with a one-time link that will al-
low you to sign in instantly to your SAP Concur account. The
link expires in an hour.

Return to Sign In

6. Inthe email, click on the Sign In To Concur

Sign-In Request to SAP Concur

Hello Guest,

You requested a one-time link to sign in to SAP Concur. To sign in, click the bution
below. If you do not wish to sign in, please ignore this email

Sign In To SAP Concur h

This link will be active for an hour and can only be used once.

If you are experiencing difficulty with this link and require assisiance, please
contact your company program administrator.

Kind Regards, Customer Support, SAP Concur Technologies, Inc.



How to create and submit an expense report

1. To start your report, you have two choices:

On the home page, click + Start a Report.

[Pconcur | Expense  App Center

CONCUR + * 00 00

Starta Upload Avallable Open

Hellg, Joe Repart Recaipts Expanses Reports
COMPANY NOTES

Thank you for attending BMGF

Neod HELP amail

By vl e o, | certify that g o el n's regparsl e 1o i g '3 areasof £y, and ag

athes i mesting o conference

MY TASKS

m Available Expenses ] m Open Reports i

You currently have no available expenses You curently have no active repors.

On the top menu, click Expense.

CONCUR  Expense

Profile - -
CONCUR + + 00w
Starta Upload Available Open
Hello, joe Report Recelpts Expenses Reports

COMPANY NOTES

Thank you for attending BMGE

Meed HELF email

By submating this Participant Expense Claim Form, | certify g b s request and to assist the A evsluating or 4 aneas of - and ag o
S 2 ko in such g
MY TASKS
m Available Expenses - m Open Reports <>
You currently have no available expenses. You currenily have no actve reporls.




Click the Create New Report tile.

Enter a Meeting Description, your Sponsor’s name (from the drop down selection) and
click Next.

Jconcur  Taned Experns  App Corder
pore L

Manige Expenses
Create a New Expense Report

Masteg Daserphen Eapan Dot Spensse

i |

Click +New Expense

To add a new expense, click the appropriate expense type below or type the expense
type in the field above.

To edit an existing expense, click the expense on the left side of the page.

Aconcur | Expense App Conter

Manage Expanses

Meeting at Gates Foundation

etaks secept it ¢ v
Mew's € | New Expense
Amount Requestsd
Adding New Expanse Expame ”
A0S Parbsipant Al (§514] 02300 Frerey T Creal & P EXPEnSE, CACK e BREFCTe ERDeNse i Delow O [ype Ihe expense fype in I ek atove. T oM n exsing expense, chok I expense
AOQ Al Canacs, Seattie, \Washingion
® Recently Used Expense Types
10012015 Participant. Other [8514) $54.00 $54.00 . A
ABC Inc, Seaine, Washingion Paticipant. Ciner [5514) Participant. Ariare (S514) Paricipand. Baggage Fee (3514)
W25 Parucipant- Cther (5514) 56800 I
&m_.";".;m,, m Washi Pasticipant. Hotel (8514) Participant- Meals (5514)

All Expense Types

Sulect one of T SXRANGE TYRES Ditow . SHIRCT 0N OF R REPENTE TPes oW w SHIRCT CNe of the SXpense fypes
Parlicipan. Artane [5514) Partcipan- Hotel (3514) Pancipart- Personi Car Usage (54
Panticipant- Baggage Fee (5414) Parnicipant. Wk (5514) Paricgnt- Vs Passporimmunt:]
Participant- Ground Transportation (S514) Partcipant. Omer (S514) Recruting-Cangiaate Travel & Med
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i.  Make sure to complete all required fields (marked with red bars)

. Click Save

US Schools conference Dot et
FNewEpense ||  QuckExpenses | Delais+  Recelpls+ it/ Emai -
Expenses View s & | NewExpense
Date v Expense Amount | Requested
= Business Purpose vendor =
Adding New Expense = E] ‘ I Soulhwest Airines v
city
| seatte. washington
B (oI USD) = Aomin ol
066070000 || e25e |
Passenger Name (I avaiabie) Ticket Number (I availabie)
TOTAL AMOUNT TOTAL REQUESTED | —_—
£0.00 £0.00 | =3 BT

required

You will be notified of any exception and required actions: e.g.: receipt or pre-trip quote

US Schools conference

Desete Report
+ i Experse ||+ DuekExpenses | Detalsc Recopts+ Pt/ Emas -
Except
Expense Date Excaption
ANl (014)  IO0GFONS LSO 1Z300 Lk FAN SIRMEE YU WSRO GETI QAT
Expenses Wiew s & | pow Expenss o
1 | oo Expense Ammount Ragquested
Adding New Expanss Expense”||
Alrtare (5514] £87 59 E8Z 55 T creale: @ NEW EIEnIE, Dk Me SPAOETANE xpease (Do Damw of (iPe e Expenss fype it e feid anove T S0F 19 Sxistog expense, Chex e expense on the el s |
Souifrwest Arines, Seattie, Washe  USD 12500

© Recently Used Expanse Types

Artare (5514)

All Expense Types

‘Salact end of the EIPanse tyEes bolow
Awtare (5514)
Baggage Fee (5514)
Geound Trarsportation (3514}

.~ Salact cew of the 4xpansa types belew

Oner (5514)
Prrsonal Car Usage (5614)

FReecruting-Cancidate Travel & Meats-HR Cniy (3384}

6. Click on the expense on the left-hand side and then click Attach Receipt

US Schools conference

J—

Hide Exceptiond

Expenses | Delais+  Receipts+  Print/Email +
Excepticns
Expense. Date Amount | Exception
Arfare (8514) 100212015 USD 12500 A\ Please ensure you aftach your prefrn quote

X

Expense

Expenses riove - | ) vew: « Available Receipls
¥ | Daer | Expense Amount | Requested
7 10022015 Airfare (851d) £8250 2259 (= Type Transaciion Date Business Purpose Vvendor
AD ‘Southwest Arines, Sealtle, Washii UsD 12500 Auriare (5514) [~ lwnm-zms = ‘\ [ soumwest amines v
[Prease ensure you attacn your pretnp quote | Camment city
‘ | searse. wasnngen ]
Amount X Rate (GBP=1USD) __ =Amount in GEP
[12500 | [uso [+ [ ossoro000 (B2
Tax Posted Amount Passenger Name (1 avasabie) Tickel Numer (1 avaiabie)
TOTAL AMGUNT TOTAL REQUESTED :
£82.59 £82.59 porize ot
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Follow the on-screen instructions to attach a receipt and click Save

7. To add supplemental receipts/documentation
o Click the Attach Receipt button again (as shown above)
o To confirm that you would like to append the image, click Yes

Please Confirm

Thera ts alieady on Image associod Wi s expanse. Choosa Yes 1D append a
i Imisge of N3 10 cancel

[ [

Follow the on screen instructions to attach a receipt and click Save

8. After you have added all expenses and attached required documentation, click Submit
Report

[@concur | Expense | App Center

Manage Expenses

Meeting at Gates Foundation

+ Newbxpense || QuckDpenses | Detals-  Receipts  Print/ Email -
Expenses Views & | NewExpense Available Receipts
I |oaer Expense Amount Requestea
Adding Now EXpanse Experse”|

To create o new expense, elik (he approp: type betow o type W To eqt g , ik the expe: e lef side of the pege:
@ Recently Used Expense Types
Altare (5514) Recrulting-Candidate Travel & Meals-HR Oy (5384)

All Expense Types

Select one of the expense types below ~.Selectone of the expense types below
Airtare (5514) Other (5514)
Baggage Fee (5514) Personal Car Usage {5514)
Ground Transponalion (5514 Recruiling-Candidale Travel & Meals-HR Ony (5384)
Hotel (5514) VisaPassportimmunizations (5514)
Weals (5514)
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9. You will have the opportunity for a final review of your expense report. Click Submit
Report or Cancel

Final Review

Repent Submit Confrmation
Are you SUre YOU Wl 10 Subimil his repor?

e

10. Your expense report is generated, and you will receive an onscreen summary of your
report being successfully submitted.

Report Successfully Submitted — *

US Schoois conterence
Sent 1o Processing Payment

Expense Report

Report Tolal
Less Personal Amount

Amount Claimed :
Amount Rejected ©

Company Disbursements
Amount Due Employee -

Total Paid By Company

Employee Disbursements

Amount Owed Company

Tolal Owad By Emplayee

Note: Once you’ve submitted your expense report, it cannot be edited or recalled.
If you need to submit additional expenses, simply create and submit a new
report.

For questions, refer to the FAQs on page 5.
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Payment Reimbursement via Candex

1. After your expense report has been approved, you will receive an email
(same email that you receive the initial Welcome email from) from Candex
to register and provide banking information.

2. Click on either the Request Payment or on the Click here to get paid.

Action Required: Accept Payment I Inbox

Gates Foundation (via Candex) <finance@candex.coms
TEST2 BILL& MELINDA
Washington | | GATES foundation
From

Gates Foundation

test2&@gmail com

A payment of €800 is authorized to you
ftems

+ test2

to get paid

Gates Foundation uses Candex to engage and pay its partners without a setup process.

3. Register in Candex
* You must select payment is to me personally
» Option to select language

+ Highly suggest selecting to receive the optional notifications to
receive updates on payments

Candex makes it easy to
pay and get paid

1test28@gmail.com English -
L This payment is io me persanally
3 ast Mame
Test

ne

L (=3

SSWOT! Confirm Pas:
| agree o the Candex Tarms OF Lise and Privacy Bolicy
| agree to receive Candex updates through email [optional
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4. Verify the amount listed is correct then click Get Paid

g test2 v

test2

Gates Foundation | PO#: TBD121212

ORDERS

% test event report

1T
% test2 -
This is a pul e order from Candex to you. initiated by Expense Gates

Authorized to
Itemi(s) Qty

Seller (EUR)
800.00
Deliver to:

Bill & M

WA, US

Today

5. Enter in your personal and bank details. Note that you will need to upload
a bank statement or voided check for bank verification. Click Save.

Edit Entity

Parsonal Details Bank Details

6. Verify details are correct then click Submit.
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Request Payment

test2

PO# TBD121212 | Gates Foundation

Payto (US/EUR) Meghna test X
Account; test ******1333
Bill to Deliver to:

Candex Solutions, It Bill & Melinda Gates Foundatior

Item (EUR) Amount —
[ Mo Title))

test2 801

Amount 800 EUR

Tax o

Total Invoice 800

7. Payment will be sent electronically in approximately 10 days.
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