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REIMBURSEMENT POLICY

This policy is for External Conference delegates and will cover the following areas:

1. Air Travel

2. Local Transportation Allowance 

3. Conference Attendance

4. Reimbursement Process

Please note: “Conference Fee” is defined as delegate fee.
1. Air Travel Policy

1.1 Air Travel is defined as transportation from Vancouver to the city where the conference is held. Air, ferry, bus, or trains are considered as valid modes of transportation.

1.2 If the delegate is unable to reach the conference destination with these options, the delegate must contact an External Conferences committee member and make alternate reimbursement arrangements.

1.3 Each delegate is responsible for booking their own air travel.

1.4 Once payment for the flight is made, delegates cannot cancel the flight. 

1.5 If the flight is cancelled after the payment deadline, delegates will receive no reimbursements on flights or on delegate fees. 
2. Local Transportation Allowance Policy
2.1  “Local Transportation Allowance” is defined as the transportation that a delegate takes when he/she is in the city which the conference is held. Valid modes of transportation include taxi and public transportation.
2.2 Each delegate will receive a flat rate of twenty (20) Canadian dollars as his/her local transportation allowance. Delegate will receive the allowance together with other reimbursement.
2.3 Delegate must not abuse the use of the allowance and it cannot be used toward any other means.
3. Conference Attendance Policy
3.1 Each delegate is considered to have made a commitment to attend the conference upon submission of the application.
3.2 If delegate fails to attend the external conference, he/she loses the right to attend future external conferences with reimbursement through External Conferences. 

3.3 Each delegate selected to attend the conference must attend a mandatory pre-conference meeting.

3.4 If the delegate cannot attend the mandatory pre-conference meeting due to reasons beyond his/her control, the delegate must contact an External Conferences committee member immediately and select a proxy in his/her place. 

3.5 All Sauder students can attend a maximum of one external conference per year, and a maximum of three external conferences over their entire undergraduate degree. 

3.6 Each delegate is committed to attend all sessions of the respective conference he/she is participating in and represent Sauder and UBC in a professional and respectful manner.

3.7 Each delegate is committed to representing the Sauder School of Business and University of British Columbia in a professional and respectful manner at the respective conference he/she is participating in.

3.8 If the delegate does not attend the majority of the conference in the manner as stated in 3.6 and 3.7, then External Conferences can withhold his/her reimbursement indefinitely.  

4. Reimbursement Policy
4.1 The delegate must submit either a “listed” or an “unlisted” conference application prior to the start of the external conference for reimbursement consideration. 

4.2 External Conferences reimburses 50% of the conference fees subject to the following conditions:

4.3 External Conferences will reimburse two-thirds of the conference fees up to a maximum of $350 for         conferences located in the British Columbia, Alberta, Saskatchewan, and Yukon. Exceptions do exist. 

4.4 External Conferences will reimburse 50% of the conference fees up to a maximum of $450 for                       conferences located in Manitoba, Ontario, Quebec, New Brunswick, Nova Scotia, Newfoundland, Labrador, Prince Edward Island, Northwest Territories, and Nunavut. Exceptions do exist. 
4.5 If the conference is located outside of Canada, but within the territory of the United States of America, External Conferences will reimburse 50% of the conference fees up to a maximum of $550. Exceptions do exist.

4.6 If the conference is located outside of Canada and the United States of America, External Conferences will reimburse 50% of the conference fees up to a maximum of $750. Exceptions do exist.
4.7 If the delegate believes that the amount of reimbursement is inadequate, he/she can submit a written request to External Conference six weeks before the conference start date. The External Conferences will consider the request on a case-by-case basis.
4.8 All reimbursements are in Canadian dollars and the exchange rate is determined when all the relevant receipts are received.
4.9 The delegate must submit the original and a photocopy of all receipts submitted for reimbursement for the following items prior to departure of conference:

i. Flight (Transportation to the destination city/area)
ii. Delegate fees
4.10 For Listed Conferences: In order to receive reimbursement, the delegate must fill out the feedback form, reimbursement form, and at least three photos of their travels within thirty days of the conference completion date. 
4.11 For Unlisted Conferences: In order to receive reimbursement, the delegate must fill out the feedback form, reimbursement form, and at least three photos of their travels within forty-five days of the conference completion date.
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*Please be advised that by submitting an application for an external conference through External Conferences, you are agreeing and consenting to these terms and conditions.
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