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|. REIMBURSEMENT PROCEDURES

Section |.a Reimbursement Qualtrics Forms

The LFS|US Grants & Subsidies Request Form may be accessed at this link here, through
the LFS|US website, or the LFS|US Instagram page. Please be aware that other
distributions of this form may not be official and refrain from using them.

Steps to filling out the form:

1) Please check the criteria for valid grants and subsidy requests found in this

document before deciding to submit any form.
2) Ensure that you possess an itemized receipt, bank statement, and/or transaction

record of the item you wish to be reimbursed.
3) Fill out all fields of information within the form, especially:
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Student number

Legal Name

Last name

Email

Description and purpose of the expense
Date of expense

Itemized receipts/proofs of payments
Bank statement of specific transaction

4) Submitthe form within 21 days (3 weeks) of the date of receipts submitted after this
date are not guaranteed to be reimbursed.

Please note that any information from the LFS|US Grants & Subsidies Request Form will be
accessible to the finance portfolio of the LFS|US or the LFS student engagement officer
and stored privately and securely.

Section |.b E-transfer Reimbursements

To ensure successful and complication-free transfer of funds, please ensure that you have

the following:

1. Legalname
2. Student number

3. Itemized receipt/proof of payment
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4. Bank statement of specific transaction
5. E-transfer email & phone number
6. Auto-depositturned on
a. Ifyoudecide to keep auto-deposit off, the security answer will be set to your
student number and that it is the recipient’s responsibility to claim the
transferin time.
b. Inthe case that an E-transfer fails due to auto-depositissues, the requester
must re-submit the LFS|US Grants & Subsidies Request Form.

Section l.c Cash Reimbursements

To ensure successful and complication-free pickup of cash reimbursements, please
ensure that you have the following:

Legal name
Student number
Itemized receipt/proof of payment

o bhd -

Bank statement of specific transaction

Cash reimbursements will require in-person pickup of funds from the AMS cashier’s desk
from 12:00 to 16:30 Monday to Friday. Only the person who submitted the form with valid
ID may pick up the cash reimbursement.

Section I.d WND Tickets

Upon approval of a Feeding the Future Subsidy requesting Wednesday Night Dinner (WND)
tickets, the recipient of the subsidy will receive an email from the LFS|US finance portfolio
or the LFS Student Engagement Officer with a ticket that may be presented to the WND
dinner team for a free meal.

Section |.e Review Process

All grant and subsidy requests will be reviewed on a case-by-case basis under the purview
of the LFS|US finance portfolio following the criteria outlined in this document, along with
potential input from the LFS student engagement officer for proof of financial need.
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In total, the review process and reimbursement processing may take 2-3 weeks; depending
on volume of requests and AMS workload.

The LFS|US reserves the right to reject any grant and subsidy request if it is seen to have
failed to match the criteria outlined below. There is no repeal process for rejected forms,
and a new form must be submitted.

Given the limited budget, there is a maximum limit on the total amount of reimbursements
the LFS|US can provide. All submitted Grant & Subsidy forms are reviewed on a first-come-
first serve basis, and approval may not be guaranteed. If the maximum limit is met, the
form will be closed and all pending requests will be rejected with notice through email.

Il. PROFESSIONAL DEVELOPMENT & EDUCATIONAL MATERIAL
SUBSIDY

Section ll.a Purpose

The Student Professional Development & Educational Material Subsidy aims to enable LFS
students to pursue academic, professional, and personal growth opportunities by
reducing financial barriers associated with purchasing course materials, attending LFS

related career workshops, or certifications.

Section Il.b Amount Subsidized

Any current LFS student may claim up to $30 during the UBCV winter session. If the total
expense submitted exceeds this amount, only $30 will be reimbursed.

Section Il.c Criteria

All applicants for the Student Professional Development & Educational Material Subsidy
must meet all the following:

1. Must be currently an undergraduate student enrolled in the Faculty of Land and
Food Systems at UBC Vancouver.

2. Must be the individual directly participating in the activity or making use of the
material.
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3. The same expense must not have been funded through another UBC subsidy.

4. Thereimbursement requestis submitted within 21 days/3 weeks of the purchase or
event.

5. The proof of purchase must clearly show the amount paid, the date, the name of the
recipient, and the item/service. Please note that an invoice alone does not support
proof of payment and must be submitted alongside the examples provided below:

a. Itemized receipts.

b. Bank statements.

6. The activity or material must support the student’s learning, skill development, or
career progression; including but not limited to:

a. University course materials (Textbooks, e-books, software, tools) that are
outlined in the syllabus or prescribed by the professor in charge of the
course. Evidence of this MUST be included in the reimbursement request
form.

b. LFS-related career development event attendance fees (Panelist events,
LFS|US case competitions, grant writing workshops, student symposia)

c. Skill development and certifications in a related career field (FoodSafe
certifications, WHMIS training, First Aid, Serve it Right)

The LFS|US will reject any request that does not meet the criteria above.

Ill. FEEDING THE FUTURE SUBSIDY

Section Il.a Purpose

The Feeding the Future Subsidy aims to enable LFS students facing food insecurity by

reducing financial barriers to access nutritious, culturally relevant, and sufficient food.

Section Ill.b Amount Subsidized

Any current LFS student may claim up to $20 during the UBCV winter session. If the total
expense submitted exceeds this amount, only $20 will be reimbursed.

The LFS|US may also provide free Wednesday Night Dinner (WND) tickets upon
confirmation of financial need with the LFS Student Engagement Officer.
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Section lll.c Criteria
All applicants for the Feeding the Future Subsidy must meet all the following:

1. Must be currently an undergraduate student enrolled in the Faculty of Land and
Food Systems at UBC Vancouver.

2. Thereimbursement requestis submitted within 21 days/3 weeks of the purchase or
event.

3. The proof of purchase must clearly show the amount paid, the date, the name of the
recipient, and the item/service. Please note that an invoice alone does not support
proof of payment and must be submitted alongside the examples provided below:

a. Itemized receipts.
b. Bank statements.

4. Must self-identify as experiencing or at risk of food insecurity; defined as reduced
access to sufficient, safe, nutritious, and culturally appropriate food.

a. Formaldocumentation is not required, financial status in respect to free
WND tickets will be confirmed by the LFS Student Engagement Officer.

5. The expenses may include but not limited to:

a. Essential groceries for consumption purchased from normal supermarkets
and stores.
i. Non-essential products will not be reimbursed.

The LFS|US will reject any request that does not meet the criteria above.
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