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Ethics and Internal Controls: A Case of
Entertainment Expenses
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Financial

meals per diem can be pald In
advance for trips = 2 wesks
« praject travel: approval request
fraim your Rk
- Internal travel: aop
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Eric Allen, Rartek Wisielak, bukasz ’
Czapla; cc Sophie Meneut, Aga
Siypisda, Basia Adarmiak

+ tragel data

MEALS PER DIEM

| request:

information

1/ travel data : dates and hours

of your arrival & departure;

RATES:
Canadn; 71 AL 2/ meals provided
WSA: S0 LIS
BK: 35 GEP + 5 GEP (Pa lind
Trasel Subssity}
POLAND: 30 PLN + 7O PLN
Paland Travel Subsichy

.
calculation
= full per diem rate for 240
travel periad.
-5 Bh- 113 ofa full rate; :
calculation .

~B-12h- 172 of a full rate;
= 212 h - full rate,

UNACCEPTABLE EXPENSES

+ dirfare (Exceptions requine approval from Travel Coordinatork
- Airplans Phone Charges [sxcept in an emergen:
* Briefrases;
« €ar Rental Insurance;
- Clathirg
~ Computer Hardware and Software (must be purchased through
B m:
+ Dry Cleaning for travel less than 10 days;
Please make sure with your PM + Expenses without 3 receiptiin PL - 2 staberment provided )
which of your expenses are * Fight Upgrades:
Billable to a client. * Hotel Minl-Bar Fees;
+ lLife Insurance;
- Padsport Renewal / Processing Fee;
+ Personal Entartalnment;
« Traffic & parking fines, wehicle insurance and Eowing

If per diem is billable maks sure
yaoul kreow how much,

Eorm.q. per diem in LS is 50 LSO,
usually clients pays for 55 USD.
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from your RM;
= Internal travel: approval request
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Eric Allen, Bartek Wasielak, bukasz

.
Czaple; cc: Saphie Menewt, Aga .
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~travel data information
1/ travel data : dates and hours
of your arrival & departure;
RATES:

Canada; 71 €D

USk: 58 USD

UK: 35 G3P + £ GEP (Paland
Travoul Sustrs ey

POLAND: 30 PLN + 70 PLW
(Paland Travel Sunsiy)

2/ meals provided

calculation

+ full per diem rate for 24 h
Lrane| period:

+ %8 h-1/3 of afull rate;

- B-12h-1/2of a full rate;

» &12 h - full rate.
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* Alrfare (Exceptions require approval from Travel Coordinator);
» Alrplane Phone Charges (excepd in an emergencyl:
« Brisfeases,
. + Car Rental Insurance;
. + Clothing:
- + Cormputer Hardware and Software {must be purchased throwugh

+ Dry Clraning for travel less than 10 days;

Please make sure with your P + Expenses without a receipt in PL - a statement provided):

which of your expenses are
- billable to a client.

Ethics and Internal Controls: A Case of
Entertainment Expenses

IF per diem is billahle make sure
woul know howe much.

For e.g. per diem in US is 59 UsD,
usually cllents pays for 55 L&D,

* Flight Upgrades;

* Hotel Mini-Bar Fees;

+ Life [nsurance;

+ Passport Renowal f Processing Fae;

* Personal Entertalnment;

= Traffic & parking fines, vehicle insurance and towing.
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- meals per diem;
- transportation;
- phone calls;

- insurance.
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- separate wire

meals per diem can be paid in

at the erg of the advance for trips = 2 weeks.
+ project travel: approval request
from your RM;
DEADLINES: - Internal travel: approval request:

+ 16th-18th each month
{check the reminder) to

‘e ALY

Eric Allen, Bartek Wasielak, tukasz
Czapla; cc: Sophie Meneut, Aga

submit expenses;
+ 20th-25th: make sure
the expense |s

approved.
Styputa, Basia Adamiak - .
. - travel data |nformatlon
1/ travel data : dates and hours
. of your arrival & departure;
* RATES:
’ Canada: 71 CAD 2/ meals provided
- USA: 59 USD
UK: 35 GBP + 5 GBP (Poland meals provided
Travel Subsidy) b d
POLAND: 30 PLN + 70 PLN P
(Poland Travel Subsidy) M -Ia :I'I"“'""": for 2 bimaktast: -75%
calculation
]
R [ ]
"'”.' "“_e'_"‘ _ - full per diem rate for 24 h .
Please write a statement: travel period;
=28 h-1/3 of a full rate; . e .o o
. e - 8-12h-1/2 of a full rate; caICUIatlon_
- 212 h - full rate. . jame

+£8 h: NO PER DIEM;,
= 8- 12 h: 172 per diem rate;
+ =12 h: full per dief rate.

travel = 24 h:
- full rate for 24 h;
Insurance ==& h: /2 per diem rate;

- = B h: full per diem rate
You need to buy a travel
insurance on your own in two
cases:

1/if you are at Infusion less U NACCE PTAB I-E EXPE NSES

than 3 months;
2/if you do not have a Lux Med

* Airfare (Exceptions require approval from Travel Coordinator);
health coverage.
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