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Advancing Accessibility Standards Research Program
International Travel Approval Form
Recipient information
Name of funded organization: Click or tap here to enter text.
Project title:Click or tap here to enter text.
Project number: Click or tap here to enter text.
Why this form is important
As stated in the Budget Detail Template that you completed when you applied for funding, spending on international travel must be approved by Accessibility Standards Canada before the travel takes place.
The purpose of this form is to enable you to start the approval process. Use the form to provide:
details of the international travels that will take place as part of your project 
reasons why the travel is required, and
a breakdown of the travel costs.
As stated in your funding agreement, the portion of a travel cost that exceeds the maximum amount listed in the Travel Directive is not eligible for funding. Use the Travel Directive to look up the maximum costs reimbursable for your destination. 
Eligible travel
“International travel” refers to any travel outside of Canada. The travel must be directly related to project activities. It must also be justified. This means you need to explain:
why the expertise or data you are seeking is not available in Canada, and/or
why the work you need to do cannot be done in Canada.
Instructions
Please complete all fields in the form below.
Travel details and purpose of travel
a) Travel dates:Click or tap here to enter text.
b) Name(s) and title(s) of traveller(s):Click or tap here to enter text.
c) Destination (city and country):Click or tap here to enter text.
d) Indicate the reason for travelling (for example, to attend a conference or consult with experts). Explain how this relates to project activities. Describe any experience or expertise you will gain that is not available in Canada: Click or tap here to enter text.
Costs categories 
In the “Description and breakdown of each cost” column of each cost category in the Cost Summary Table below, you must:
Convert all costs to Canadian dollars (currency conversion tool). 
Include all taxes and service charges where necessary.
Calculate the cost per person per day and multiply by the number of days. Use the relevant Travel Directive rates for your destination
· international destinations outside the continental U.S. (Appendix D)
· destinations in the continental U.S. (Appendix C)
You also have to indicate all the necessary information for each cost category. 
Modes of transportation
Enter details such as the following:
each mode of travel (for example, airplane, bus, train, taxi, ride share)
cost per return ticket per person
cost of a rental car per day, or 
cost based on mileage and distance covered (for example, if you are driving your personal vehicle to the U.S.). Refer to Appendix B - Kilometric Rates of the Travel Directive for the rate that applies to the province or territory where you will start the travel.
Lodging and accommodations
Enter details such as the following:
the lodging type (such as a hotel or inn)
the cost per person per night
the number of nights needed
[bookmark: OtherCosts]Other costs, such as meals and incidentals
Enter details such as the following:
· the amount allocated per meal or per day for all meals
· the amount allocated for incidentals
· any other costs necessary for the travel 
Maximum costs for meals and incidentals for international are set out in the Travel Directive. It is published by the National Joint Council of the Public Service of Canada. 
Cost summary table
Enter details in the table below. If there will be more than 1 cost in a category, such as an airline ticket and a rental car, describe and list each cost separately. 
	Cost category
	Description and breakdown of each cost
	Amount ($CDN)

	Mode(s) of transportation
	
	

	Lodging and accommodations
	
	

	Other costs, such as meals and incidentals
	
	

	
		TOTAL
	


Signature(s)
[bookmark: _Hlk174627529]By signing this form, you certify the above information is accurate and respects the terms of your funding agreement. This form has to be signed by an authorized signatory and must match the people indicated in the Authorized Signatory Form filled at the start of the project.
Signatory 1
Name:
Title:
Signature:
Date:
Signatory 2 (ignore if not relevant)
Name:
Title:
Signature:
Date:

Signatory 3 (ignore if not relevant)
[bookmark: _About_the_personal]Name:
Title:
Signature:
Date:
About the personal information you provide
The information you provide is needed to help Accessibility Standards Canada administer this program. The information collected will be subject to the Access to Information Act. 
All personal information in this form is collected and protected in accordance with the Privacy Act, the Accessible Canada Act, and other relevant laws. You have the right to:
access your personal information, and
ask for corrections if you think there is an error or an omission.
Questions, concerns, or complaints about how we apply the Privacy Act and privacy policies can be sent to Accessibility Standards Canada’s Privacy Coordinator:
By email: Info.Accessibility.Standards-Normes.Accessibilite.Info@asc-nac.gc.ca
By phone: 1-833-854-7628
By mail:
Privacy Coordinator
Accessibility Standards Canada
320 Boulevard St. Joseph, Suite 246
Gatineau QC J8Y 3Y8
If you are not happy with our response to your privacy-related questions, concerns, or complaints, you may contact the Office of the Privacy Commissioner of Canada.

For Accessibility Standards Canada Use Only
	Original project travel budget amount approved
	$

	Total international travel previously approved
	$

	Requested international travel amount
	$

	International travel amount approved by ASC
	

	Total project travel budget amount remaining
	$



Comments:

Prepared by:
	
	
	
	
	

	Employee name
	
	Position
	
	Date


Recommended by:
	
	
	
	
	

	Manager name
	
	Position
	
	Date


Approved by:
	
	
	
	
	

	Director name
	
	Position
	
	Date
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