This email is sent on behalf of Region 10 Secretary, (Name)
 

Region 10 Meet Announcement

 

Dear Members of IEEE Region 10 Executive Committee and Chairs of Councils / Sections,

 

RE: IEEE Region 10 Meet, (Date), (Meeting Venue)
 

You are cordially invited to the IEEE Region 10 Meet, (Date).  
The proposed meeting schedule and agenda will follow shortly.

 

Kindly forward this announcement to the incoming Chair of Council / Section for (year).
 

The (Year) IEEE Region 10 Meet is scheduled as follows:

 

Date: 

Time: 
Hotel / Venue: 
Address: 
Tel:
Fax: 
Website: 
Please submit the following by email:

 

1. Additional agenda items, if any. 

Please submit your response to Call for Agenda to Secretary, (Name) in the attached format no later than (Date)
Email:  Secretary, (Name) - < Email Address >
2. Duly completed Registration / Hotel Reservation Form (File attached), no later than (Date)
Email: Ewell Tan - < ewell.tan@ieee.org >
3. Plans and deliverable of committees, no later than (Date)
To be submitted by IEEE Region 10 Executive Committee members. 

Email: Ewell Tan - < ewell.tan@ieee.org >
4. Section Chair-persons are requested to send in their (Year) Section Report well before the R10 Meet in order to upload it to the Region 10 website for experience sharing.  The submitted Section Report will also be used to select the Distinguished Large/Small Sections Awards.  
Please find attached the suggested Section Report Format for ease of reference and send in your Section Report no later than (Date).
Please upload your Section Report using this link: www.ieeer10.org/reports/submission-form.html 
In case if you need any help with the report submission link, please contact the Region 10 Electronic Communications & Information Management Committee at < r10-ecc@ieee.org > and place us on cc: 
Ewell Tan - < ewell.tan@ieee.org >.
Note: Please submit the report only through the link. You should receive an immediate email after your section report has been submitted successfully. We encourage you to only submit the final version of the report (only once) and to avoid multiple submissions. 

Please take note of the following guidelines:
 

A. The travel and staying expenses incurred by the R10 Executive Committee Members and Chair of Councils / Sections (primary delegate only) for attending the meeting will be paid by IEEE Region 10.

B. You should plan to arrive for the Meeting in Dhaka, Bangladesh on (Date) and depart on (Date).
C. IEEE Region 10 will be responsible for a maximum of 3 nights' accommodation at the (Hotel Name) which has been block-booked for the meeting.  Additional night (s) will be at your own expense.

D. Please register your spouse / partner.
E. Extension:

If you intend to book for additional nights, the special room rate per night is as follow:-
	Type of Room
	Special Rate

(per room per night)

	
	


F. You are requested to book your travel on discounted economy class airfares.

G. In the event that direct connection flight is not possible, IEEE Region 10 can pay for the expenses of extra stay at the stop over city.  Please check with the Region 10 Treasurer, (Name) at < r10-treasurer@ieee.org >, before completing and returning the Registration/Hotel Reservation Form, together with the email approval by R10 Treasurer to Ewell Tan at < ewell.tan@ieee.org >.
H. Note that you will not receive any cash or check payment before your travel to (Meeting Location).  Please submit your claims after the meeting.  Your claims will be reimbursed via wire transfer to your bank account upon approval by Region 10 Treasurer, (Name) at < r10-treasurer@ieee.org > and Region 10 Director, (Name) at < Email address >.  Please find attached the Expense Report form.

I. Please email an electronic copy of your expense report with scan invoices and receipts to Region 10 Treasurer, (Name) at < r10-treasurer@ieee.org >.  Please keep the original copy for your own files.  Upon approval by Region 10, IEEE MGA will contact you for your bank details.  Please do not provide any bank details to Region 10 Treasurer.
 
According to IEEE Travel policy, only the following are reimbursed to Meeting members:-

 

1. Return air-ticket, limited to the MOST ECONOMICAL MEANS (Discounted Economy Class ticket) to (Meeting location). Scan invoices / receipts of the airfare must be obtained and attached to the Expense Report.

 

2. Maximum of 3 nights (Date) of hotel room charges.
Booking will be arranged by Ewell Tan, email at < ewell.tan@ieee.org  > if you submit the Registration / Travel form in time, no later than (Date), and would be settled in the IEEE Master Account.

 

3.    Airport tax.

 

4.    Home / Airport transportation and other transportation related to the meeting between (Date), limited to the MOST ECONOMICAL MEANS.
 

5.    Meals taken between (Date) and (Date).
 

6.    Other miscellaneous reimbursement is only limited to the actual related expenses arising from the meeting and subject to the approval by the Region 10 Director, (Name).
 

If you have any further query on refund and reimbursement, please contact the Region 10 Treasurer, (Name) at < r10-treasurer@ieee.org >.

 
Invitation Letters for VISA Application:  
IMPORTANT: Please check with your travel agent or local consulate / embassy if you require VISA for entry into (Meeting location).   
If you require invitation letter for VISA application, please email Ewell Tan at < ewell.tan@ieee.org > with your full name, passport number, nationality, contact number, fax and mailing address, so that we can send you the invitation letter for VISA application.
