R E G I O N A L   M E E T I N G   A N N O U N C E M E N T

To:

IEEE Canada Student Branch Chairs, and Student Branch Counselors

From:

Janet Bradley, Student Activities Chair, IEEE Canada

Re:

2006 Fall IEEE Canada Student Congress

The IEEE Canada Student Congress will be held in conjunction with the IEEE Canada TELUS Competition, IEEE Canada Executive Meeting, IEEE Canada Board Meeting and IEEE Canada GOLD Congress in Mississauga (Toronto), Ontario.  The Student Congress will run from Friday September 15 to Sunday September 17.  You are expected to be at meetings from the 15 of September to the 17 (Please see detailed schedule below).   

Please read all of the following information carefully and direct any questions concerning your meeting attendance plans to myself, Cathie Lowell, or Randy Glenn.  Please return the attached registration form by 11 August 2006.  Note that space is limited, any forms not received by 11 August will not be guaranteed a room.

HOTEL RESERVATIONS: A block of rooms has been reserved for the above series of

meetings at the Delta Toronto Airport West Hotel in Mississauga. Cathie will be booking the rooms and providing the hotel with a master listing.  

Delta Toronto Airport West

5444 Dixie Road

Mississauga, Ontario, L4W 2L2

MEETING REPORTS

You are required to submit a one- to two-page report summarizing last year's activities and this year's goals.  This report must be submitted by 1 September 2006.  Failure to submit the report in a timely manner will result in a $25 penalty in reimbursed funds.  Each school will be given a maximum of 2 minutes to bring up one or two important points from their report - no Powerpoint slides!
HOTEL INFORMATION

There is complimentary high speed internet access in all the guest rooms at the hotel.  Please visit their website at: www.deltahotels.ca for more information on the facilities and location.  

TRANSPORTATION & PARKING 

There is a free 24 hour shuttle to and from the hotel to the Toronto airport.  Anyone choosing not to use the free shuttle will do so at their own expense.  Note for those who are driving their own vehicles, the hotel does charge for parking however, they will wave this for our group.  Please look for the signs in the parking lot as to where you can park on the day of the meeting.

IEEE Canada

2006 Expense Claim Guidelines
General

· Region 7 members are responsible for reducing the costs of their participation in Region 7 activities

· Any Region 7 member traveling by air must book their travel a minimum of three weeks in advance of travel. Region 7 members not following this guide line will only be reimbursed $300.00 or the ticket cost, which ever is less. 

· Region 7 members utilizing travel agents do so at their expense.

· Region 7 Committee Chairs are responsible for staying within approved project scopes and committee budgets.  

· Region 7 Director has delegated the responsibility for Expense Claim approvals to the Treasurer.

· Deviation from these guidelines requires prior written approval of either the Director or Treasurer.

Travel

· Expense Claims must be submitted within 30 days of the expenses being incurred.

· Original receipts must accompany each item claimed.

· For Electronic Airline Tickets, Boarding Cards must be submitted with the electronic ticket.

· Car Allowance of 32¢/km to the equivalent of advanced airfare is available for those members who choose to use their own vehicle.

· Telephone calls are not a reimbursable expense.

· Car rentals are not a reimbursable expense.

· Region 7 will reimburse members for flight cancellation insurance.

· Advance funds for purchase of airline tickets are available one month prior to the event. An Expense Claim must be filed along with receipts. The advance must be shown on the meeting Expense Claim along with submission of the airline ticket.

Region 7 Meetings

· Region 7 provides and pays for hotel and meal expenses while attending scheduled meetings (NOTE all student congress participants will be provided shared hotel accommodation on Friday September 15 and Saturday September 16 ONLY) 
· Additional hotel and meal expenses require the prior written approval of the Region Director or Treasurer.

· For 2006, Region 7 will only pay for 1 student delegate per student branch. 

Committee Expenses

· Committee Chairs are required to approve Expense Claims for approved committee activities.

· Committee Chairs are permitted to commit funds in line with approved activities and budgeted amounts.

· Committee Chairs must obtain the prior written approval of the Director or Treasurer to change either the approved activity or budget for their committee. Failure to do so may result in non-payment of the expense.

Limits

· Expense Claims submitted without original receipts and/or more than 30 days after the expense has incurred will not be paid.

· These guidelines shall remain in force for 2006 calendar year.

· They must be reviewed and re-approved at the Region 7 Fall Meeting.

· The Treasurer must submit all Expense Claims to the Direct Elect for their approval and counter signature on the expense cheque.

Tentative Schedule of Events

	Date
	Time
	Event
	Location
	Who Attends

	Thurs 14 Sept 
	8 pm – 10 pm
	IEEE Canada/TELUS Reception
	Ambassador Suite
	TELUS Competitors, IEEE Canada Executive, TELUS Executive

	Fri 15 Sept
	8 am – 5 pm
	IEEE Canada TELUS Competition (including breakfast and lunch)
	Laurel Hall I
	Competitors, Judges, Excom (if they want) TELUS Executive

	
	1 pm – 5 pm
	IEEE Canada Executive Mtg
	Aspen
	Executive Committee

	
	8 pm – 10 pm
	Dinner
	Laurel Hall
	TELUS Competitors, judges, TELUS Executive, IEEE Canada Board and Committee Chairs, Student Congress participants, GOLD Congress participants

	Sat 16 Sept 
	7 am – 9 am
	Breakfast
	Chardonnay
	IEEE Canada Board, Student Congress participants, GOLD Congress participants

	
	9 am – 5 pm
	Student Congress
	Alderwood
	Student Congress participants

	
	9 am – 5 pm
	IEEE Canada Board Caucus
	Laurel Hall
	IEEE Canada Board

	
	9 am – 5 pm
	GOLD Congress
	TBA
	GOLD Congress participants

	
	12 pm – 2 pm
	Lunch
	Chardonnay
	Board, Student Congress and GOLD Congress participants

	
	7 pm – 11 pm
	Dinner
	Alderwood
	Board, Student Congress & GOLD Congress participants

	Sun 17 Sept
	7 am – 9 am 
	Breakfast
	Chardonnay
	Board, Student Congress & GOLD Congress participants

	
	9 am – 12 pm
	Student Congress
	Alderwood
	Student Congress participants

	
	9 am – 12 pm
	IEEE Canada Board Meeting
	Laurel Hall
	IEEE Canada Board

	
	9 am – 12 pm
	GOLD Congress
	TBA
	GOLD Congress Participants

	
	12 pm – 2 pm
	Lunch
	Chardonnay
	Board, Student Congress & GOLD Congress participants
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