IEEE Canada

2013 Expense Claim Guidelines for Region Student Meetings
General

· IEEE Canada Student Congress Participants will be reimbursed up to $700 for their travel costs.  All costs above this are the responsibility of the participant.

· IEEE Canada students are responsible for reducing the costs of their participation in IEEE Canada activities

· Any IEEE Canada student member traveling by air must book their travel a minimum of three weeks in advance of travel. IEEE Canada members incurring excessive airfare costs by not following this guide line will only be reimbursed with the approval of the ExCom.

· IEEE Canada student members utilizing travel agents do so at their expense.

· IEEE Canada President has delegated the responsibility for Student Expense Claim approvals to the IEEE Canada Treasurer and/or Administrator.

· Deviation from these guidelines requires prior written approval of either the President or Treasurer.

Travel

· Expense Claims must be submitted within 30 days of the expenses being incurred (date of the meeting attending).

· Original receipts must accompany each item claimed – this includes boarding passes as well as proof of purchase of flight at least 3 weeks prior to travel.

· Expense Claims may be submitted electronically provided they are signed and accompanied by scanned copies of all receipts.   Scan as ONE pdf file  (B/W – 150/200 dpi).  Name File: (Last Name + initial)_(Activity/Comm)_(Month).pdf (example: brownkb_studentcongress_sept.pdf).  Email scanned file to Administrator for approval (c.lowell@ieee.org).  Once approval is received mail report & original receipts to Treasurer (A. Husain, 685 Woodcrest Blvd, London, ON, N6K 1P8).
· For Electronic Airline Tickets, Boarding Cards must be submitted with the electronic ticket.

· Car Allowance of 53¢/km to the equivalent of advanced airfare is available for those members who choose to use their own vehicle.

· Travel to and from airports must be the lowest cost method available. (shuttles are encouraged over taxi fares)

· Telephone calls are not a reimbursable expense.  

· Internet is not a reimbursable expense.
· Alcohol is not a reimbursable expense.

· Car rentals are not a reimbursable expense.

· IEEE Canada will not reimburse members for flight cancellation insurance unless prior arrangements have been made with the IEEE Canada Treasurer for special circumstance.  IEEE Canada will reimburse IEEE Canada Members traveling on Region business for travel (life) insurance.
· Origin and destination information must be provided on the expense form in order to receive payment.  
· A map (google, yahoo or equiv.) with distance calculation must be submitted for any trips greater 200 km. 
IEEE Canada Student Meetings

· IEEE Canada provides and pays for hotel and meal expenses at Student Meetings.

· Additional hotel expenses require the prior written approval of the IEEE Canada Treasurer or Administrator.  Reasonable meal expenses incurred during travel to and from the IEEE Canada meeting will be paid.
· IEEE Canada will pay for one student branch delegate only.
Limits

· Expense Claims submitted without original receipts and/or more than 30 days after the expense has occurred may require the approval of the IEEE Canada Excom, at the Treasurer’s discretion.

· These guidelines shall remain in force for 2013 calendar year.
