Guidelines for 2019 ECTC Travel Award expense reimbursement

The ECTC Travel Award is intended to assists students to attend the ECTC. Costs that are directly tied to ECTC attendance are reimbursable up to the limits of $1300US for students at US institutions and $2100US for students at non-US institutions. The table below explains eligible and ineligible expenses. Please note the limits on eligible expenses.

Example 1 Lodging

You are attending the conference, but not the PDC. Hotel is covered from Tuesday night through Friday night. If you check in on Monday night and check out on Saturday (5 nights), you can submit the hotel receipt for the entire stay, but only claim Tuesday night through Friday night (4 nights). If you are attending a PDC, the reimbursement request may include the night prior.
Example 2 Transportation

You stay at a non-conference hotel. Your transportation from your home to the airport (e.g., bus, train, taxi) and back is reimbursable. One round trip between your hotel and the conference per day is reimbursable. Note rental cars are specifically not reimbursable.

If you have any questions on whether an expense is reimbursable, please ask before you make the expense.
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Reimbursement will be made after the conference, using the IEEE expense form. Reimbursement request can be submitted electronically with scanned receipts. You need to complete and submit the reimbursement form and the “vendor” form.

Submit requests for reimbursement and supporting documents to:

Denise Manning
EPS Executive Director
d.manning@ieee.org

Please contact me w/any questions on expenses or reimbursement.

I hope you have an enjoyable ECTC, and thank you for your contribution to the ECTC.

Regards,

Eric Perfecto

EPS ECTC Travel Award chair
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														Location		Amount

														Non-US		2500				2500		2200

														Non-US		2141				2500		2200

														Non-US		2222				2500		2200

														Non-US		2478				2500		2200

														US		1397				1500		1300

														US		1357				1500		1300

														US		1321				1500		1300

																				14500		12700

														Economy/coach airfare only (this has not been a problem, but worth being explicit); fees for checked baggage

														Eligible Hotel nights:

														        Arrive day prior to start of ECTC/Depart day after end of ECTC (Tuesday through Saturday)

														        If attending PDCs -- arrive Monday (must provide proof of PDC registration)

														Hotel rate reimbursement max equals ECTC "discounted rate"

														In-room internet charge - yes

														No rental car

														Transportation only between home/airport, airport/hotel, hotel/ECTC (if staying in an off-site hotel)

														Meals

														        No reimbursement for lunches on ECTC days (lunch is provided by ECTC) -- breakfast and dinner only

														        Specify daily per diem (~$70 for Orlando in 2011 -- much more generous than Fed Gov) or specify max per meal

												Eligible expenses		Ineligible expenses

												Airfare at economy/coach fare		Rental car and related expenses

												Baggage check fees		Guest meals

												Hotel from night before ECTC to night after ECTC (can include day prior to PDCs if registered)		Entertainment, including in-room games and movies

												Max hotel reimbursement = ECTC conference rate		Lunches on ECTC days

												Conference registration		Professional Development Courses

												In-room internet

												Transportation from home-airport-hotel and reverse

												One round trip daily between non-conference hotel and ECTC

												Up to $65/day for individual's meals
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