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Gartner Travel Reimbursement Process

(For in-person briefings and Vendor events)



When a Vendor would like a Gartner Analyst to travel to an in person briefing or a Vendor event for knowledge purposes only (meaning information flow predominates from vendor to analyst) and a Vendor agrees to reimburse Gartner Analyst out-of-pocket travel expenses, please follow this Gartner Travel Reimbursement Process to ensure efficient and proper invoicing. 
Note: Please work directly with your Gartner Sales Account Executive for CED and SAS requests.

Gartner Travel Reimbursement Process
1. Vendor emails request to nearest regional Vendor Briefings office: 
Americas, Canada , EMEA and Asia Pacific
vendor.briefings@gartner.com +1 203 316 6144
Japan

jp.vendorbriefings@gartner.com +81 3 3481 3670
Vendor provides Gartner Vendor Briefings with the following information:
· Title of the Vendor event or in person briefing

· Vendor event or in person briefing invitation

· Detailed agenda and speaker information

· Date(s) and location of the in person briefing or vendor event

· Registration details

· List of Gartner Analysts requested to attend
· List travel costs that the Vendor will reimburse along with guidelines and limitations:
· Roundtrip airfare {specify class}

· Hotel accommodations {specify number of nights}

· Ground transportation or mileage {specify to and from locations}

· Parking

· Airport shuttles {specify to and from locations}

· Meals {specify days}
· Conference registration costs
· Vendor billing contact name, email address, telephone number and billing address 

· Purchase Order (PO) or an email indicating that a PO is not required

2. Gartner Vendor Briefings will contact the requested Gartner Analysts and determine analyst interest, attendance level and scheduling
3. Interested Gartner Analysts obtain manager approval to attend and schedule the in person briefing or Vendor event in their calendars 

4. Gartner Vendor Briefings will advise Vendor by email those Gartner Analysts attending the in person briefing or Vendor event with a request for a signed Gartner Travel Reimbursement Agreement and Purchase Order (PO) if required by the Vendor
5. Vendor must scan and email a signed copy of the Gartner Travel Reimbursement Agreement and a Purchase Order (PO) (if required by the Vendor) to the nearest regional Vendor Briefings office:
Americas, Canada, EMEA and Asia Pacific
vendor.briefings@gartner.com
Japan

jp.vendorbriefings@gartner.com
6. Gartner Analysts register (if necessary) for the in person briefing or Vendor event and book travel arrangements observing the Vendor’s travel reimbursement guidelines and limitations. 

7. Gartner Accounting invoices the Vendor after the Gartner Analysts file their expenses; typically after the in person briefing or Vendor event. (Please note multiple invoicing may occur depending upon when Gartner Analysts file their expenses).

8. Vendor remits payment to Gartner Accounting:
	Remit Payment To:
	Wire Funds To:

	Gartner Inc.

P.O. Box 911319

Dallas, TX 75391-1319


	JP Morgan Chase Bank, NA

270 Park Avenue, New York, NY 10017, USA

Account Name: Gartner

Account No.: 910-2-761-252

ABA no: 021000021

Swift: CHASUS33






Telephone: +1 239 561 4815

Fax: +1 866 225 4277

E-mail: CFS@gartner.com
 
FAQ

(Frequently Asked Questions)
Q: May a vendor reimburse a Gartner Analyst directly?

A: No, the reimbursement process must be initiated through Gartner Vendor Briefings and payment remitted directly to Gartner Accounting
Q: May a Gartner Analyst book out-of-pocket travel without a signed Gartner Travel Reimbursement in place?

A: No, a signed Gartner Travel Reimbursement Agreement is required prior to Gartner Analysts booking out-of-pocket travel arrangements 
Q: Do all Vendors need to provide a Purchase Order (PO)?

A: No, not unless the Vendor’s Accounting department requires a PO in order to pay a Gartner invoice. If a PO is not required, provide an email to the Vendor Briefings team indicating so. 
Q: Does a Vendor need to follow this process if the Vendor is paying ALL Gartner Analyst travel expenses up front?
A: No, only if the Vendor needs to reimburse Gartner Accounting for Gartner Analyst out-of-pocket travel expenses
Q: May a Gartner Analyst book travel arrangements through a Vendor’s travel center? 

A: Yes, however at the discretion of the Gartner Analyst. Some Gartner Analysts may not be able to book travel via a Vendor’s travel center for various scheduling and travel requirements. 
Q: How long will it take for Gartner Accounting to invoice a Vendor?
A: It depends on how quickly the Gartner Analysts file their travel expenses 
Contact the Gartner Vendor Briefings office closest to you with any questions or escalation issues.
Americas, Canada, EMEA and Asia Pacific
vendor.briefings@gartner.com +1 203 316 6144
Japan

jp.vendorbriefings@gartner.com +81 3 3481 3670
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