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memorandum

To:
Network Investigators, Trainees and Travel Award recipients, Board Directors, Committee/Council members and Speakers
From:
Johnathan M. Riley

Subject:
Eligible and Non-Eligible Expenses at Annual Scientific Conference
Date:
October 2010
[image: image1.png]
The purpose of this memo is to remind conference participants of what costs are eligible for reimbursement from CAN. The Expense Policy can be found under Forms in the Members Area of the website. Please review it. Questions can be directed to Jeff Mason at jmason2@mtsinai.on.ca.

Travel

CAN’s travel agency books all travel (airplane, trains, buses and rental cars) for conference participants after your registration information is received by CAN. Travel costs not booked through CAN’s agent will not be reimbursed.  
The use of a private vehicle is allowed if it is more practical and/or economical than air or train travel.  Mileage ($0.492 per km) and charges for toll-roads, ferries, etc., and parking may be claimed. These expenses, including accommodation and meals, must not exceed the equivalent of economy class air travel plus normal ground transportation costs.

You are responsible for cancelling your hotel room (Hilton Lac Leamy, 1-819-790-6444) and must notify Joanne Wright at jwright3@mtsinai.on.ca with the cancellation number.
Meals

CAN will reimburse all reasonable costs of meals for conference participants during travel to and from the conference according to the following limits: $13.70 Breakfast; $13.15 Lunch; $37.40 Dinner. All meals are provided for participants during the conference. 
CAN will not reimburse costs for:

· room service or eating away from the conference venue; or,

· alcohol, bathing suits, shampoo or other personal items.
Reimbursement
You must fill in your own expense report and return it to the office within 30 days of the ASC (see Form AD 2010F).  Original detailed cash register receipts must be submitted. Credit card and Interac receipts alone are not acceptable for reimbursement. International visitors are asked to submit a credit card statement showing the daily currency exchange rate.  Please check CAN’s Expense Policy for a fuller explanation of eligible and non-eligible expenses. 
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