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ASN Guidelines on Funding of Symposia and Speakers at the Scientific Sessions 
May 2011
The American Society for Nutrition funds a considerable portion of expenses related to its Scientific Sessions and Annual Meeting that is not covered by registration fees or educational grants.   Every effort must be made to secure support for each symposium.  
Session organizers must develop a reasonable plan to obtain financial support to fund speaker expenses, honoraria and presentation costs.  Staff will work with session organizers to develop a budget for each session and identify and confirm potential funders.   Budgets will follow the general guidelines outlined below:
Meeting Registration

All speakers must register for the Experimental Biology meeting.

· ASN Members are asked to fund their meeting registration as supportive proponents of the Society.  

· ASN is honored to facilitate participation of individuals who are not members of the Society be providing a reimbursement for meeting registration.  Non-members will also receive a waived one-year membership.     

Speaker Honoraria

· An honorarium of up to $500 may be provided for each speaker, provided that all other expenses for speakers are covered first.
Speaker Expenses

· ASN operating funds may not be used to support member travel, lodging/hotel or registration expenses or pay honoraria.   Session organizers may secure corporate, trade group or government grants to fund speaker reimbursements and honoraria.

· Reimbursement of travel (e.g., airfare, ground transportation) and lodging/hotel expenses are limited to reasonable and customary expenses that occur over the minimum amount of travel time necessary for the individual to participate in the ASN program.  Hotel expenses are typically limited to up to two nights.  If speakers are willing and able to provide for their own travel expenses, they are encouraged to do so.  Pending session funding, speakers may be reimbursed to a maximum amount as follows:

· Speakers coming from North America (including Canada):

$1,000 US

· Speakers coming from outside North America:



$2,500 US

Travel and expenses must occur before the reimbursement can be provided except under very special pre-approved circumstances.  Per diem expenses are limited to $59/day and appropriate receipts must be provided.  Travel by automobile will be reimbursed according to current IRS guidelines.
· Speaker reimbursements and payment of honoraria must be processed through ASN and not through a third party entity.
Donating Honoraria and Travel Reimbursement

Tax-deductible contributions may be made to the ASN Research Foundation to support the ASN mission, science and programs. Speakers have the option to donate a portion or their entire honorarium and travel reimbursement to further these causes. Select this option and indicate your desired donation on the reimbursement form provided to you by ASN, and a formal acknowledgment will be sent to you via postal mail.
Presentation Costs
· Approximately $1,500 per session will be sought to offset audio-visual, labor, room rental, signage and other presentation costs.



Program Extensions

· Additional funding can be provided to support activities such as written proceedings, audio recordings, webinars, etc. to broaden the reach of a session.

 Other Important Points 
· If no funding is received to support a particular symposium, ASN will cover audio-visual, labor, room rental, signage and other presentation costs and reimburse registration fees and provide a one-year membership for non-member speakers.
· A speaker confirmation and memo of understanding outlining the funding situation will be sent to all speakers.  Speakers will sign and return the memo of understanding to ASN.
· Speakers receiving honoraria will be need to provide a W9 (domestic) or W8BEN (international) form per federal guidelines.

· Moderators and session organizers of funded symposia must be speakers (not just providing introductions) in order to receive expense reimbursement and/or honoraria.  
· Reporting of all travel expenses must be completed in a timely fashion (within 6 weeks of the meeting date) and include appropriate documentation of all expenses incurred. An expense report form will be provided by ASN.  A suitable document that clearly itemizes the date, amount and source of each expense and expense category is an acceptable alternative to the ANS expense form. In either case, the expense report should clearly list the total for all expenses to be reimbursed. Verified receipts for each expense must accompany all reports. 

· This policy is intended to serve as a guideline.  ASN recognizes the need to be flexible and allow reasonable negotiated rates in certain situations (e.g., international travel).
· Failure to follow these guidelines may result in ASN withholding reimbursement funds and/or reporting matters to the Scientific Program Committee.
Publication of Proceedings

Session organizers may choose to submit symposium proceedings for publication in ASN’s journal, Advances in Nutrition.  In lieu of a proceedings publication, the journal Editor may also consider a single review article or other article type appropriate for your symposium. All manuscripts will be peer-reviewed prior to publication approval.  Submission fees and page charges are waived for manuscripts included in ASN annual meeting symposium proceedings.  Session organizers will receive further instructions regarding the publications process from ASN’s Publication Office.

