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ADDENDUM TO NIC TRAVEL AUTHORIZATION/PER DIEM ADVANCE FORM
Any employee or non-employee requesting perdiem and other expenses (i.e., airfare, car rental, training, workshop, seminar, conference fees, gas/oil receipts etc.) for any type of travel processed by NIC (Nelson Island Consortium Program, CARE Program, Brownfield Program) agrees to submit, upon their return, a Travel Expense Voucher (TEV), a Trip Report, receipts and other travel-related paperwork required by the Accounting Department within (14) days of completing such travel.

Employee of NIC:  If an employee of NIC fails to submit the required paperwork described above within (14) days of completing their travel, any amounts advanced to the employee may be deducted from the employee’s next paycheck. Should the employee fail to complete any training workshop, seminar or conference without good cause, or should the employee voluntarily resign from NIC completing (3) months of employment with NIC following his/her attendance at the training, workshop, seminar or conference, the employee agrees to reimburse NIC for any expenses incurred for their travel. Costs and expenses charged to or paid by NIC may be deducted from the employee’s final payroll check. Future travels will be forfeited during the Fiscal Year.

Non-employees:  If a non-employee fails to submit the required paperwork described above within (14) days of completing of their travel, the non-employee agrees to immediately reimburse NIC for funds advanced to them for such travel. Should the non-employee fail to complete any training workshop, seminar or conference without good cause; the non-employee agrees to immediately reimburse NIC for all expenses incurred for their travel.

By signing this form I, 





 (employee, non-employee’s name), authorize NIC to deduct the amounts advanced to me for travel-related expenses, from my next paycheck or agree to immediately reimburse NIC for these amounts and forfeit future trips during fiscal year, if I fail to meet my obligations in accordance with the policy statement above.
Employee/Non-employee’s Signature



Date

Program Director





Date

                Working Together To Keep the Coastal and Nelson Island Communities Environmental Clean


