
( 
TO }'EqSO'l~l'EL OF .JIBC I AL PR OJ1~CT3 G~OUP 

Trave lling_ a.W§l,Z from i-'.alton Plant 

The followinc has been prepared principally as a rruide, and to assist you to 
rcculate and maintain balance in your da ily expencUtures while on CoF.pany 
business away fr-or.; the 1:ulton plant. 

J\ir or.!1,aJl - Prepaid , rlease retain receipt portion of all 
ticket s and attach to your expense claim. 

I 

O\.m car - If you are . authorized to use your car for Company 
business, please keep an accurate record of your rrilage. You 
will be allowed 9i per ~ile for the use of your car. Parking 
charges are allowed, if a receipt is attached to your claim. 

(-;. 
1.- li'OTEL Standard rates will be paid .. Fotel receipts must he attached 

to your expense claim. ' -t~ 
An allowance of up to ~8. 00 per day ~ill be allowed for your 
meals only. ~lo viests. no receipts are required.~: 

r 
LAUNDRY & 

. V AIET 3BRV ICE 

SJ10:: SHI!IBS 

TEL.EP!H);JJ:: CALLS 

These ..,ervices will be paid O'i11y ufter n.n absence of 7 days. 
Receipts for these services must be obtained. 

Three (3) shoe shfoes per week will be allo ed. 

Local business culls are alio~ed, plus one (1) personal long 
distunce call per week t after an absence of 7 days. P(➔rsonal 
calls must have a tir.1e liid t of 3 rrinutesb 

All business long distance cal ls to the i.:al ton office or plaJ1t 
must be chare;ed to A'1-ro. Please arranee to have all charges 
reversed when calling to 1-'.al ton. 

Public conveyances are to be used where poss ibleo Taxis are 
only to be used when absolutely necessary. 

_tl~_ase note.:. If you are returninG to l'.alton via Air, you are to call Avro 
transportation and obtain a · cor.,pany car for your journey frorn 
the airport to your horre. Ch. 1-2651 locai 2244, only when 

_ residing outside Metropolitan Toronto. • 
Employees i.~ho will be away for one week or less, - r.:ust fill out an :·:xpcnse Cluim 
i frirncdii~tely up'?n. ~j;he;i}: return. .: -· • _, ' 

-- . . . 
Err:ployees whose tour of duty extends beyond two weeks ~ust r~ail a co~pleted exoonse 
claim to t he office, not later than Friday of the first week, and every Friday 
thereafter, unti l they return to the plant., I-rail cl,aios c/o ::r. A.E. Johnston, 
Special Projects Group, Avro Aircraft Ltd., Bom 4004, Tc;rr:inal "A" Torontoo 
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