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END OF ROTATION CHECK LIST
(This check list MUST be returned at the end of your rotation)

[bookmark: _GoBack]The following documents need to be submitted to ROMP at the conclusion of your block (Residents) or rotation (Clerks) within 60 days of last rotation date.

· Calendar of Education Activity
· Completed Rotation Evaluation at:
· Clerks:  https://www.surveymonkey.com/s/rompmedstudenteval 
· Residents:  https://www.surveymonkey.com/s/rompresidenteval 
· Expense Claim form (if funded rotation)
· Original accommodation receipt (if applicable)
· A mileage report that proves the total distance you were required to travel by attaching, with your expense claim form, either; 
· 1) the Distance Chart displaying your commute from our ROMP Distance Calculator OR 
· 2) a printed copy of a Google Maps direction page clearly indicated the distance travelled
EXPENSE CLAIMS NOTES:
Per funding guidelines, not all rotations are funded.  Learners, who do not claim funds under the Accommodation Policy, are entitled to claim their daily commute, as per the criteria listed below.  Local community transportation, parking and vehicle servicing expenses are not reimbursable.  Inter community travel expenses are not considered.

The maximum travel allowance provided for each rotation is $450.00 per block for Residents and per rotation for Clerks; this includes commuting and your one round trip from your academic centre.  This maximum takes into consideration all funds claimed under the Travel Policy.

Daily Commute Funding Guidelines:
1. If ROMP provides funding for accommodation, then ROMP will not provide funding for daily commute
1. Daily commute must exceed 35 kilometres, one way
1. Commuting distance will be calculated from either the *Academic Centre or from accommodations not being claimed under the Accommodation Policy, whichever distance is shorter.
1. Daily commute is reimbursed at a rate of $0.47 per kilometre.

ACCOMMODATIONS NOTES:
ROMP will provide an allowance of up to $800.00 per block for Residents and per rotation for Clerks.  An original receipt must be submitted with your expense claim.  Receipts must include:  Learner's name, address of the accommodations, dates of occupancy, amount paid, name and signature of the landlord, telephone number at which the landlord can be reached
 	
Processing takes 60-90 days AFTER receipt of all documents.   Payment will be made by cheque, cheques are issued by McMaster University.

**Please print clearly on the expense report; if unclear or unreadable, it will delay processing your expenses.
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