IPA Committee on Analytic Practice and Scientific Activities (CAPSA)
Funding Criteria

CAPSA events are funded subject to the following criteria:
a. The IPA will not award grants (payment in advance without proof of expenditure) to successful events.
b. Upon CAPSA approval of a proposal, the IPA agrees to reimburse the travel costs of those invited inter-regional speakers involved in the event in accordance with IPA procedures for travel. Reimbursement will be made to the individuals or organisations incurring the expense on presentation of appropriate documentation.
c. CAPSA may approve defined translation costs on a case by case basis up to a limit of $1,000 per event.  
d. CAPSA funds will be available to approved events for up to a year from the date of the approval letter.  The funds do not necessarily need to be spent or claimed in the year in which they were approved.  
e. CAPSA funds allocated to approved events which are not spent or reimbursed will not be available for other events which may be proposed under the CAPSA programme.  Any subsequent events will be subject to the presentation of new Expressions of Interest.  
f. In cases where a speaker has no funds to lay out for expenditure, the IPA will refund travel expenses on the basis of pro-forma invoices, that is documents which accurately state the sum to be paid for travel and any related expenditure.  
g. No fees may be paid by the IPA to IPA members taking part in CAPSA events.  
h. The event organiser should comply with any conditions stated in the approval letter, particularly on the reporting of the outcome of events.
i. The IPA will seek the right to publish on its website only any material produced in the course of the event, subject to receiving necessary consent from the participants, which may not be unreasonably withheld.  The participants retain the rights in material produced and will be free to publish such material as they wish.
j. Only Societies “In Good Standing” in the payment of IPA dues may apply for funding under the CAPSA programme.  Further information on this issue can be provided from the IPA Central Office by writing to ipa@ipa.org.uk 

k. Any CAPSA event organiser or his/her appointee should be prepared to attend CAPSA meetings held in conjunction with IPA Congresses to participate in discussions and compare experiences.
l. CAPSA events must include mention that they are supported by the CAPSA Committee of the IPA. If event organisers wish, event literature may include the names of CAPSA Committee members. 
m. An individual speaker may not be supported for more than one CAPSA funded journey in any one year.
n. An individual speaker may not be funded to visit the same IPA region two years running.

It should be noted that the types and limitations on expenditure are clearly defined in this CAPSA FUNDING CRITERIA document and do not include honoraria which must be to the account of the organising Society.

The IPA will not contact the speakers. It is your Society’s responsibility to do this and to include your own financial rules, regulations along with the timetable of events, etc. 
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REIMBURSEMENT POLICY
The IPA’s policy for reimbursement is as follows:

 The IPA will not make advances, but will refund costs on the following basis:

1. The lowest available airfare.  All tickets should be for the lowest available class/rate.  First and business class tickets are not reimbursable.  Tickets should be purchased at least 30 days, preferably 60 days, prior to departure.  You will be responsible for paying any difference in cost for tickets purchased less than 30 days prior to departure.  Travel insurance should be your normal travel insurance, not any enhanced package that will not be to the IPA's account.
 2.
Related ground transport, taxis, trains, etc.  Subject to the normal business rule of reasonableness (i.e. not first class).
 3.
Your claim with supporting documentation in the form of receipts for airfare, taxis, etc, should be sent directly to [ADDRESS] which will refund the above costs directly. Banks details - name, address, account number and sort code - are needed for the attention of:  [NAME EMAIL etc]
