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interoffice memorandum

to:
LDA Chapter delegates to the 2009 Annual General meeting
from:
Karen quinn, director, chapter & member services

subject:
expense claim forms
date:
02/09/2009
cc:
cynthia zone, Maggie wygant
Attached please find a copy of the LDAO Expense Claim form that we require you to use when submitting your expenses to LDA. Here is what qualifies:
· Mileage (currently LDAO pays $0.32 km)
· Travel by plane (if approved by LDAO and not already paid by LDAO), train or bus – original receipts for these expenses are required to be submitted
We are asking the chapters to pick up the following incidentals: Parking, any food on the way to and from the meeting and any incidentals while staying at the hotel. Your room and all taxes are on the Master LDAO Billing list so you will not be required to pay when you leave, unless you use room service, internet, etc. The hotel will require an imprint of a credit card when you check in so that they can use it if there are any incidental charges to the room upon departure.
If you chose to send additional delegates from your chapter to the AGM it is the responsibility of the chapter to pay any expenses incurred by LDAO for their attendance – in this case their hotel room (if required) and the cost of the dinner, breakfast and lunch – which will be directly billed to LDAO on a master account. LDAO will bill the chapter directly for these expenses once we have the bill in hand.

If you have any questions, please do not hesitate to call us for clarification.
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