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May 31, 2010
Important Notice on the Purchase of Air Canada East West Connector Latitude Passes

UBC has purchased East-West Connector Latitude Air Canada Business Passes for use by UBC faculty and staff travelling for business or research purposes.   Payment for these passes is by an internal Travel Journal Voucher process as outlined on the website www.travel.ubc.ca
Effective June 01, 2010 the purchase of individual Air Canada Business passes will not be reimbursed as they do not meet the requirements of UBC Policy #83, Travel and Related Expenses, which includes destination, dates and purpose of each trip on purchase.  

UBC recognizes the Air Canada passes provide excellent value for many travelers and therefore have purchased these tickets in bulk. 

Individual or Small Business passes purchased prior to May 21, 2010 must be reconciled and forwarded to Accounts Payable (once all tickets are used) with a spreadsheet that includes all required traveler information including:

· Traveler Name and Employee ID

· Destination and Dates

· Purpose of the trip 

· PG and account against which the trip was charged

· Boarding Passes for Tri-Council related travel

· Each traveler must have the sign off from one authority level higher. 

Information on the UBC bulk purchase of East West Connector Latitude passes can be found on the travel website www.travel.ubc.ca
Connie Fabro





Ray McNichol

UBC Travel Manager




Director, Financial Services
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