2005 Section Congress Announcement

Region 10 subsidy for 2005 Section Congress is as follows:

1) For Section’s Primary delegate, subsidy will be Total of Travel expense – US$500 subsidy by Section, i.e. Sections will have to subsidize US$500 for sending their Primary delegate.  This US$500 subsidy by Section will be deducted from the Expense Report form that the Primary delegate submits to the R10 Treasurer after Section Congress.
2) No subsidy for additional delegates from Section.
3) 100% subsidy for nominated speakers (who are neither Section Primary delegates nor R10 EXCOM member/Council Chairs) by Section Congress organizing committee Chair.
4) 100% subsidy for Region 10 EXCOM members. 
5) 100% subsidy for Council Chairs. 

Important: All Registration and hotel reservation forms MUST be submitted online at <Website URL>.  Please refer to information on Visa Letters and Travel Information on the Section Congress website.  We urge delegates to apply for their Visas early.
Please take note of the following:
1) Please identify your Primary delegate to <email> (XXX) and cc. <email> (XXX) so that your Primary delegate’s registration fee and hotel accommodation will be direct billed to Region 10 master account. Appreciate if you could advise your Primary delegate’s name by <due date, 3 months before the actual meet>.

2) For Secondary delegates, Partners and children, you will need to fill in credit card details for payment of registration fee and hotel accommodation.  However, if they do not have credit card, you will have to pre-pay with US$ bank draft drawn on a bank in the US.  The bank draft is to be made payable to the "IEEE/Section Congress" and sent in with your registration and hotel reservation form to:

2005 IEEE Section Congress

Attn: Christy Lankenau

IEEE CMS

445 Hoes Lane

Piscataway, NJ 08855

USA

Email: c.lankenau@ieee.org
Fax no: +1 732 465 6447

Tel no: +1 732 981 3415

For those entitled to Region 10 travel expense reimbursements: 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 or additional nights.  Note that only one extra night per a way i.e. home to a meeting sight or vice versa)  Please obtain approval from Region 10 Director, XXX (email) and the Region 10 Treasurer, XXX (email), before filing the Registration and Hotel Reservation Form.

Note that you will not receive any cash or check payment before your travel to <meet place, venue, country>.  Please submit via electronic the Expense Report and supporting invoices, receipts, etc. to the Region 10 Treasurer, XXX (XXX) after the meeting.  Your claim will be reimbursed via wire transfer to your bank account upon approval by the Region 10 Treasurer and subsequent approval by Region 10 Director.

Attached is the Expense Report form to be submitted for your reimbursement claims after the meeting.

According to IEEE Travel policy, only the following items are reimbursed to Meeting members -

1.
Return air ticket, limited to the MOST ECONOMICAL MEANS (Economy fare ticket) <meet place, venue, country>.  Original invoice of the airfare must be obtained and filed together with the Expense Report.

2.
Maximum of X nights (actual dates) of hotel room charges. Check-in on the <date>, check-out on the <date>.

3.
Airport tax.

4.
Home / Airport transportation and other transportation related to the Meeting between <dates>, limited to the MOST ECONOMICAL MEANS.

5.
Meals taken between <dates>.
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.

If you have further queries on refund and reimbursement, please contact the Region 10 Treasurer, XXX (email)
R10 Meeting is also planned on <date> in <venue>. Further information (agenda, place, schedule etc) of the next R10 Meeting will be forwarded to you soon.

Best regards,

XXX
Region 10 Secretary
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