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Continuing Education Program Expense Guidelines
· Proof of attendance is required (a copy of the certificate of attendance provided by the official conference/course organizer).

· Proof of registration fees is required.  Please note that receipts received for these fees cannot be used for a participant’s personal income tax return if ISPO Canada has provided the funding for it.

· Receipts submitted in foreign currency must have the necessary paperwork showing proof of exchange rate.

Travel

· Transportation reimbursement is based on the most cost-effective economy fare. Request for reimbursement must be accompanied by original receipts from a travel agency or a reasonable facsimile in the case of internet booking. As well, original boarding passes are required. 
· For taxi fares/shuttles, please ensure receipts are provided.  
· Original receipts must be obtained for all taxi fares and must include gratuities. 
Accommodation

· Reimbursement to attend courses or conferences will only cover the accommodations necessary to attend the course or conference. Any extension in advance or following the course or conference will be the responsibility of the individual. As an example, for a one-day meeting, accommodations for the evening before a full day meeting will be reimbursed with departure planned following the meeting. In some cases, air travel may not be possible following the one-day meeting and, in those cases, a second evening of accommodation is warranted.
· It is expected that approved applicants will stay in the least expensive accommodation available. 

· Approved applicants will not be allowed to charge for room service, in-room movies or telephone calls under any circumstances.
Meals
Receipts will be required for reimbursement and will be limited to:






Breakfast 
Lunch 

Dinner

Within Canada


$10.00

$15.00

$30.00

US Travel


$10.00

$15.00

$30.00

Outside North America 

$20.00

$25.00

$45.00
If you have received approval from ISPO to attend a course, session or conference, your claim form, your receipts, airline boarding passes and a copy of your certificate of attendance must all be submitted to ISPO for processing no later than 3 months after the event has been concluded. Documentation is accepted by email or by postal system to the address indicated on the expense claim form.
ISPO Canada, #1209, 505 Smyth Rd., Ottawa, ON K1H 8M2
Email: info@ispocanada.ca, Web: www.ispocanada.ca

