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Western United States Agricultural Trade Association

Claim Timetable

« Submit claims for expenses incurred during the calendar year
commencing with your approval date

 Submit claims no later than 90 calendar days after the activity
has taken place. Any claims received by WUSATA after 90
calendar days will be deemed ineligible and will not be
reimbursed under any circumstances. Please note that there
will be no_exceptions

» Claims for activities that take place in December are due to
WUSATA no later than February 28"

NS
WUSATA Helping to promote, develop and enhance export markets of food and agricultural products.




Western United States Agricultural Trade Association

Examples of Activity Dates

 Trade show — last day of trade show
* In-store demos — date of last demo
 Magazine ad — date of publication

 POS materials — date printed (invoice date)

« Giveaways — date produced (invoice date)




Western United States Agricultural Trade Association

How Do | Get Reimbursed?

« Complete Expense Reimbursement Claim Form 202,
which is located on the WUSATA website under
Important Forms

o Submit completed Form 202 along with supporting
documentation to WUSATA




Western United States Agricultural Trade Association
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Western United States Agricultural Trade Association

& FOR INTERNAL USE

WUSATA e
U FUINS CLAIM FOR REIMBURSEMENT FTP Claim #

2009 MAP Branded Program
WUSATA g FTP on File O

B ran d e d C I ai m F O rm (Complete a separate form for each country.) Oversized Item(s) [

2 O 2 Branded Company: Fun Time, Inc
Claim for Expenses in (Country): Hong Kong
Brands & Product(s): Sauces, crackers, relishes, baking mixes

Branded Program Activity Code*: S9999 Program Approval Date*: ~ 1/1/2009
 Two-page form B _S9999 _ Program Approv 172008

*See your signed agreement w/WUSATA

 Required for each claim submitted | compa clam Reference No. (optiona

Expenditures‘by U.S. Company:
 Each Form 202 covers one T T S, W |
approved Country market, One Expenditures by foreign importer of distributor:

Note: A Foreign Third Party Agreement must be on file with WUSATA for these expenditures to be eligible. Please write

aCtIVIty’ an d O n e payee (I L e . tcl';e name of the For.eign Third Party, as it should appear on the payment:
Lo R . ompany Name:

partICIpatlng Company or fo relgn Total Expenditures: $ |

th I rd party) Reimbursement Due (50%): |3 |

Check here if the Foreign Third Party would prefer to be reimbursed directly via wire transfer. Please provide a
completed Wire Transfer Form.

 Page 1 shown to the right

CERTIFICATION STATEMENT:
WARNING: Federal and State law provide severe penalties for making false or misleading statements or representations

° C O m pany fi I IS I n th e text I n bl u e of fact with respect to this claim. Under penalties of perjury, | declare and certify that | have personally examined this

claim for reimbursement and the accompanying schedules, statements, and other documents, | have conducted a
reasonable investigation into the facts represented therein and to the best of my knowledge and belief, they are complete,

H H H true, correct, and accurate and they truly, accurately and completely list all information and amounts and sources related
o Yel IOW h Ig h I I g hted are a IS for thereto, that the expenditures claimed on this form were in fact incurred by the Company for the purpose indicated herein
" - and the activities portrayed and described in the accompanying information in fact took place exactly as described and/or
fo re I n th I rd art FT P a m e nt represented herein, that such expenses were for the promotion of the products and brands in the country market all as
g p y p y listed above, that the participant has not been reimbursed for the expenses claimed by any other entity and that the
expenses claimed are necessary and reasonable for the purpose and verifiable and supported by detailed records which

O ptl O n S are available for inspection.

Phone: (503) 123-4567 Fax: (503) 987-6543 Email: _john@funtime.net
Name*: John Smith Title: VP of Marketing
Signature: Date:  /15/09

*Please list the name of the person to contact with regard to this expense claim.

YITI.Y 7. W Helping to promote, develop and enhance export markets of food and agricultural products.




Western United States Agricultural Trade Association

EXPENSE SUMMARY SHEET

You may substitute your own summary sheet or attach additional pages if necessary.

Country: Hong Kon
Rfeftet:r;cre Da_te_ of Description: * C':lfrrrteeﬁg Exchange Arhjtijsnt
Number: | ActVity: i Amount | Rt (REQUIRED)
WU SATA A 5/6-9 | Hong Kong Fun Trade Show booth fee 3,000.00
B 5/6-9 | Booth furnishings 850.00
- © 5/6-9 | Travel Expenses for John Smith 4,000.00
Branded Claim Form 202
« Page 2 shown to the right
o Company fills in the summary
details of expenses for the claim
» Each line is for one completed
expenditure (i.e. printing of
Total: 7,850.00
brochures, trade show booth fee, s0% | 392500

*Using the Travel Expense Summary, list international travel expenses for trade shows as one line item per traveler.
Do not list the airfare, hotel and meals as separate items.

travel to a. S h OW, etC .) ** Exchange Rates can be found at: www.oanda.com. Use the date of payment for figuring the U.S. dollar amount.

CLAIM REIMBURSEMENT CHECK LIST

All activities are dated after the Activity Plan Approval Date and before December 31, 2007.

Each expense listed above includes the vendor invoice, proof of payment and proof of activity.

All created materials and advertising clearly identify the products as from the U.S.A. (Examples: “Product of
USA” or “Grown in (State)”).

The expenses itemized above are for an approved country market, brands and products listed in the Branded
Program Agreement.

3 Refer to the Branded Program Activity Tutorials for instructions and necessary documentation for each type of|
[ eligible expense at: ¥ i i

NS S
WUSﬂTA Helping to promote, develop and enhance export markets of food and agricultural products.




Western United States Agricultural Trade Association

Eligible Branded Program Activities

 Advertising

Design & production of labels as required by
Importing country regulations

« Exhibiting at trade shows (including Intl travel)
 In-store demonstrations

* Organized Trade Missions (w/pre-approval)

o P.O.S. material

* Promotional giveaways

* Shipping of product samples

* Trade seminars (travel not eligible)




Eligible activities must include a statement of ori gin.




Non-Reimbursable Expenditures

Expenditures for activities or materials that do not include
the U.S. origin statement

Printed materials that do not promote your brand
Cost of product samples

Internet website development

Product development, modification, or research
Agent travel to any activity

Any cost associated with a coupon/price-off

Email advertising that does not include the list of email
recipients



For each expense listed on the
Expense Summary Sheet, FAS requires the
following documentation:

* Vendor Invoice
* Proof of Payment
* Proof of Activity



Vendor Invoice

General Requirements

 Name of vendor
e Date
* |temized charges



Proof of Payment Options

Front of a cancelled check (bank-coded), or
copies of the front of a check and the bank
statement showing the check cleared

Wire transfer confirmation and copy of the
bank statement showing the wire cleared

Credit card statement showing payment to
the vendor



Proof of Activity

Advertising — Actual ad and cover of publication
showing issue date

Trade Show Booth — Photo of booth

In-Store Demos — Photos (one per 25 demos per store)
or demo reports for each store

Label/Package Changes - “Before” and “After”
labels/packages showing changes and copy of Labeling
Regulations with reason for changes highlighted

Promotional Giveaways - Actual giveaway or photo of
item promoting brand



Trade Show
Reimbursement Requirements

Must exhibit in US Pavilion if one is provided. If no US
Pavilion exists, you are free to exhibit anywhere in the
show

Only Pre-Approved Domestic Trade shows are eligible
for reimbursement (see Branded Manual for the list)

Domestic trade shows with a US Pavilion include
Global Style Food Expo (formerly FMI) and NRA

(Domestic travel expenses are not eligible for
reimbursement)



Trade Mission Requirements

Must have 5 companies on the trade mission in order to be
eligible for Branded reimbursement

Supporting documentation must include:
e Travel Notification Form

* An itinerary or agenda that demonstrates the company will be
engaged for a minimum of 6 hours per day in activities such as a
product showcase to qualified buyers, pre-arranged one-on-one
meetings, or evaluation and feedback sessions with FAS staff and
trade mission sponsors

 Documentation showing that the FAS overseas office is supporting
the trade mission either by funding, staff time, or facilities

* Photographs, registration materials, invoices, or promotional materials
related to the mission



What makes an International Trade
Show eligible?

There must be an exhibition area

You must have a booth in the exhibition area

You must be listed in the exhibitor’s guide

The focus of the show must be at least 30%

food/agricultural products



Examples of Eligible Intl Trade Shows

ANUGA — Germany (every other
year)

ANTAD — Mexico

CHFA — Canada

Food & Hotel China

Food & Hotel Korea

FOODEX — Japan

HOFEX - Hong Kong

SIAL — Paris (every other year)



Travel to International Trade Shows

Required Travel Forms
— Travel Notification to Post
— Trip Report Form and List of Contacts

— Travel Expense Summary Worksheet

Other Requirements

— Passenger Receipt / E-Ticket Receipt (not Boarding
Pass)

— Fly America Act (fly a US carrier in and out of the US)
— Fly Economy / Coach Class

— Hotel Guest Receipt

— Photo of booth or copy of listing in show directory

— Proof of payments



WUSATA Branded
Travel Notification Form

e Submitted to Agricultural Trade
Officer (ATO) 14 days before
travel to a show

« Targeted countries are listed
on the form for ease of use

» Travel Notification Form must
accompany claim for travel
expenses to be eligible for
reimbursement

Travel Notification
WUSATA Company Participant
2009 MAP Branded Program

Directions: Company representatives traveling to foreign trade shows are required to notify the Foreign
Agricultural Service (FAS) office in the destination country in writing at least 14 business days prior to
departure. This notification must be attached to your Travel Expense Reimbursement Claim when

submitted to WUSATA. Failure to provide advance notification of travel m

of travel expenses.

ay result in disallowance

Attention:

Agricultural Trade Officer / Agricultural Attaché

Travel Destination Country:

Fax Number of FAS Post:

WUSATA Company Name:

Name & Title of Traveler 1)

Name & Title of Traveler 2)

Name of Trade Show:

Dates of Travel:

Company Phone & E-mail:

If your destination country is not listed below, please refer to the complete list of overseas Agricultural Trade Offices and U.S.
Embassies at http://www.fas.usda.gov/scriptsw/fasfield/ovs_directory search.asp.

Key FAS Agricultural Trade Offices:

Country
Canada (Ottawa)
China (Shanghai)
France (Paris)
Germany (Berlin)
Hong Kong
Japan (Tokyo)
Korea (Seoul)
Kuala Lumpur (Malaysia)
Mexico (Mexico City)
Singapore
Taiwan (Taipei)
United Arab Emirates
United Kingdom (London)

Comments or questions for the Ovel

Phone
613-688-5267
86-21-6279-8622
331-4312-2222
49-30-8305-1150
85-2-2841-2350
813-3505-6050
82-2-397-4188
60-3-2168-5082
52-55-5140-2600
65-6476-9120
886-2-2705-6536
971-4-311-6183
44-207-499-9000

rseas Trade Office

Fax
613-688-3124
86-21-6279-8336
331-4312-2662
49-30-8431-1935
85-2-2845-0943
813-3582-6429
82-2-720-7921
60-3-2168-5023
52-55-5535-8357
65-6476-9517
886-2-2706-4885
971-4-311-6189
44-207-894-0031

E-mail
AgOttawa@usda.gov
ATOShanghai@usda.gov
AgParis@usda.gov
AgBerlin@usda.gov
ATOHongKong@usda.gov
ATOTokyo@usda.gov
ATOSeoul@usda.gov
agkualalumpur@usda.gov
ATOMexico@usda.gov
AGSingapore@usda.gov
ATOTaipei@usda.gov
ATOdubai@usda.gov
Aglondon@usda.gov




WUSATA Branded
Trip Report Form

A Trip Report must be
completed in order to receive
reimbursement of travel
expenses

Only one Trip Report is
needed for up to two
employees

Remember to attach a list of
contacts made at the show

Trip Report
2009 MAP Branded Program

To be completed by travelers requesting reimburseme nt for
international trade shows.

Directions: Please attach a copy of your Trip Report to your Travel Expense Summary
form and submit it with your Expense Reimbursement Claim to WUSATA. You may
submit a single Trip Report combining the recommendations of both travelers. A Trip
Report must be completed in order to receive reimbursemen t of travel expense.

Company Name: Fun Times, Inc

N & Title of T ler 1:
ame e o Traveler John Smith, VP of Marketing

Name & Title of Traveler 2:

Purpose of Travel: .
Exhibit at Hong Kong Fun Trade Show and explore

(Please summarize the possibility of Hong Kong in-store promotions
purpose/goals of the trip.)

May 4 - Depart US

May 5 - Arrive Hong Kong

May 6-9 - Exhibit at Trade Show
May 11 - Return to US

Dates of travel:

(Summarize the itinerary.)

Summary of Findings and

Conclusions: Hong Kong continues to be viable for a targeted eff  ortto
promote high value US products. Retail prices are
(Include an overview of the adequate for sales.

current market situation.)

Recommending participation in planned in-store

Recommendations and/or | hromotions with emphasis on products produced in
Accomplishments: the US.

(Outline recommendations or
accomplishments relative to
the purpose/goals of the trip.)

Total Number of Foreign Buyer Contacts Acquired fro m This Event: 10

Please attach a list of contacts made. This is required.

Contacts Made: Photocopies of business cards are acceptable.

Fun Time, Inc John Smith

Company Name Signature




WUSATA Branded
Travel Expense
Summary Worksheet

A Travel Expense Summary
Worksheet is required for
each employee that travels
for a participating Branded
Program company

Complete the Travel Expense
Summary Worksheet and
transfer the Grand Total
amount to the Form 202
Expense Summary Sheet

TRAVEL EXPENSE SUMMARY

For International Travel to Exhibit at a Trade Show

2009
TRIP SUMMARY
Complete one form for each traveler per show.
Name and Title of Traveler John Smith, VP of Marketing
Branded Program Participant Company Fun Time, Inc.
Name of International Trade Show Hong Kong Fun Trade Show
City and Country of Trade Show Hong Kong
Dates Trade Show Exhibits Were Open May 6-9, 2009
FLIGHT INFORMATION
Attach passenger receipt , flight itinerary, and proof of payment.
Airline — Must be US Flag Carrier (check one):  Alaska  American Continental Delta  Northwest  United
Cost of International Airfare (coach/economy — fare classes eligible: B, H, K, L, M, Q, T, V, Y)
AIRFARE: | $ 1,375.00
LODGING EXPENSES
Attach itemized hotel bill and proof of payment.
A. Nightly hotel room rate including taxes in US dollars. (Actual rate paid.) $
B. Per Diem lodging rate based on hotel location in trade show city for the month of the
show. For rate, see http://aoprals.state.gov/web920/per_diem.asp $ 360.00
C. Eligible hotel rate — Of the rates listed for A and B, list the lower amount per night. $
D. Eligible number of nights. List the number of nights the traveler stayed at the hotel that
fall between the parameters of 2 days before and 1 day after show dates.
LODGING TOTAL (C xD): | $
MEALS & INCIDENTAL EXPENSES (M&IE)
Receipts are not required.
E. Per Diem M&IE rate for trade show city for the month of the show:
http://aoprals.state.gov/web920/per_diem.asp $ 150.00
F. Number of days eligible for full M&IE — Number of travel days minus 2.
(The first and last travel days are eligible for 75% reimbursement.)
G. Amount of full M&IE allowance — (E x F) $
H. Number of days eligible for 75% M&IE allowance. 2
1. Amount of 75% M&IE allowance — (E x 2) x 75% $
M&IE TOTAL (G +1): | $
TOTAL TRAVEL EXPENSES
J. Airfare + Lodging + M&IE GRAND TOTAL | $

Transfer total from line J (GRAND TOTAL) to FORM 202 Expense Summary Sheet.

For travel claim - attach Travel Expense Summary, Travel Notification, Trip Report, and photo of booth.
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WUSATA Branded
Travel Expense
Summary Worksheet

Lodging and M&IE expenses are
reimbursed for eligible days

Eligible days fall between 2 days
before and 1 day after the show

Hotel — The amount reimbursed is the
lesser of what was paid and the per
diem rate

M&IE — First and last eligible days are
paid at 75%; balance of eligible days
are paid at 100%

When crossing the International Date
Line, the first eligible day of M&IE is
forfeited

TRAVEL EXPENSE SUMMARY

For International Travel to Exhibit at a Trade Show

2009
TRIP SUMMARY
Complete one form for each traveler per show.
Name and Title of Traveler | john Smith, VP of Marketing
Branded Program Participant Company Fun 'Time, Inc.
Name of International Trade Show Hong Kong Fun Trade Show
City and Country of Trade Show Hong Kong
Dates Trade Show Exhibits Were Open May 6-9, 2009
FLIGHT INFORMATION
Attach passenger receipt |, flight itinerary, and proof of payment.
Airline — Must be US Flag Carrier (check one):  Alaska  American  Continental  Delta  Northwest  United
Cost of International Airfare (coach/economy — fare classes eligible: B, H, K, L, M, Q, T, V, Y)
AIRFARE: | $ 1,375.00
LODGING EXPENSES
Attach itemized hotel bill and proof of payment.
A. Nightly hotel room rate including taxes in US dollars. (Actual rate paid.) $ 300.00
B. Per Diem lodging rate based on hotel location in trade show city for the month of the
show. For rate, see http://acprals.state.gov/web920/per_diem.asp $ 360.00
C. Eligible hotel rate — Of the rates listed for A and B, list the lower amount per night. $ 300.00
D. Eligible number of nights. List the number of nights the traveler stayed at the hotel that 6
fall between the parameters of 2 days before and 1 day after show dates.
LODGING TOTAL (C xD): | $ 1,800.00
MEALS & INCIDENTAL EXPENSES (M&IE)
Receipts are not required.
E. Per Diem M&IE rate for trade show city for the month of the show:
http://aoprals.state.gov/web920/per_diem.asp $ 150.00
F. Number of days eligible for full M&IE — Number of travel days minus 2.
(The first and last travel days are eligible for 75% reimbursement.) 4
G. Amount of full M&IE allowance — (E x F) $ 600.00
H. Number of days eligible for 75% M&IE allowance. 2
. Amount of 75% M&IE allowance — (E x 2) x 75% $ 225.00
M&IETOTAL (G +1): | $ 825.00
TOTAL TRAVEL EXPENSES
J. Airfare + Lodging + M&IE GRAND TOTAL $ 4,000.00

Transfer total from line J (GRAND TOTAL) to FORM 202 Expense Summary Sheet.

For travel claim - attach Travel Expense Summary, Travel Notification, Trip Report, and photo of booth.




Travel for John Smith

Show dates: May 6-9
Travel dates: May 4 through 11
Direct travel to and from show — arrived May 5
Traveled west to Asia — crossed International Date L ine

Lodging Expenses

Item D — Eligible Nights

Meals and Incidentals

Item F — 100% Full Reimbursement Days

2 days before show

May 4
May 4 - departed US
May 5 - checked into

May 5 hotel

May 6

May 7

May 8 Show Dates

May 9

May 10

1 day after show

May 4 Not eligible — crossed Int’l Date Line
May 5 75%

May 6 100%

May 7 100%

May 8 100%

May 9 100%

May 10 75%




Graduation Strategies

Requirement

Companies graduate from a market when they have
been reimbursed for a claim in that market for 5 years
total (do not have to be consecutive years)

Strategies
» Target a few key markets your first year

* Don’t submit a claim that you may regret in 4 years



Checking on Claim Payment Status

2009

2009

Use your login
and password
to check on the
status of your
claim




2009

Fun Time, Inc.
S9999

To view claim
status, click on
Budget Summary




Hong Kong
Germany

GM

HK

7/18/09

2009

Fun Time, Inc.
S9999

Original Budget
Original Budget

$2,500.00 65432 4/10/09

7/30/09 Proof of payment for airfare

$25,000.00
$25,000.00
$50,000.00

$2,500.00

$2,500.00

$47,500.00

$3,925.00

$3,925.00




Tips for Success

Submit claims no later than 90 calendar days
after the activity has been completed

Review Activity Tutorials before spending $$
Call or E-mail WUSATA with questions

Involve your distributors — Direct them to
WUSATA's website to view activity tutorials that
are available in many languages



Program Activity Tutorials

Activity Tutorial Topics

* International Trade Shows * Printed Sales Materials

* Approved Domestic Trade Shows * Freight Charges

* Pre-Travel Checklist * Print Advertising

* Post-Travel Reimbursement Checklist * TV/Radio Advertising

* In-Store Demonstrations * International Trade Seminars

* In-Store Displays & Promotional Materials  * Direct Mail
* Required Packaging / Labeling Changes

Tutorials are available on WUSATA'’s website @ www.wu  sata.org



WUSATA Website Resources

Wwww.wusata.org

Branded Program Information & Forms
Links to State Contacts

FAS Program Information

Tutorials & Webinars

Events Calendar (trade shows, trade missions,
seminars, export readiness sessions, etc.)






Important Dates

o September 1 st Branded Pre-Qualification Worksheet
& Application available online at
www.wusata.org

e October 1 st Branded Applications Due

Applications received after the deadline will be on a waiting list

e Oct-Dec WUSATA reviews applications and
allocates funding
» January 1st Program year begins

 December 31st Program year ends



Contact us for help!

Ann M. Buczkowski, Branded Program Manager, ann@wusata.org

Renee Hampton, Branded Program Coordinator, renee@ wusata.org

Robin Koss, Branded Program Coordinator, robin@wusata.org

Patrice Franke, Branded Program Coodinator, patrice@wusata.org

www.wusata.org = (360)-693-3373




Thank you for participating in our Branded webinar!

Please take a moment to fill out our webinar evaluation
survey. Click on the link below and select
"Webinar Evaluation”
http://www.wusata.org/services/08BrandedWebinars.html

Collecting this information is part of the reporting
requirements for WUSATA's funding and is completely
anonymous and confidential. It will also help us determine
If we should hold webinars in the future.

We truly appreciate your time and cooperation!
Thank you.



