
Staff ID Number Name Date 

Department Position Local 

Destination Dates of Travel 

From To 

Purpose of Travel Org. Code Acct. Code (see below) 0 P.D. Claim 

o Dept. Claim 

TRAVEL AND PROFESSIONAL DEVELOPMENT 084-851 EXP 
EXPENSE REIMBURSEMENT 

Financial Services 
Accounts Payable 

Refer to instructions on the reverse. For more details, and for the current per diem and kilometre reimbursement amounts, see BCIT Policy 
2005 and Procedure 2005-PRl. Show dollar amounts in CDN funds and provide documentation for the exchange rate used. Attach original 
receipts to support each expense item. When an amount is owed, attach a cheque or money order payable to BCIT. 

Is course or seminar registration 
job related? 19305 Travel: Faculty & Staff Association 9105 Staff Training External
 

9310 Travel: Administration
 9107 Staff Training Internal o Yes
9115 FSA Individual Pool Expense9315 Travel: BCGEU Instructors, Support Staff & Other Employees o No9110 FSA Pooled Expense
 

9320 Travel: Student Field Trip
 
9325 Travel: Non-employee 

9140 Trades Expense 

PERSONAL AUTO AND PARKING EXPENSE 
If you are reporting more than two trips, use form FIN-152 (Mileage & Parking Expense Reimbursement). Parking receipts are required. 

I Total Parking 

Date 

Transportation - Air 

Transportation ­ Other 

Accommodation 

Meals (per diem) 

Enterta inment 

Telephone 

Registration 

P.O. Non-travel Purchase 
(maybe a taxa ble benefit) 

Other ­ Specify 

Total of Travel I P.O. Expenses 
,-----------------------------, 

Use one form for each advance request: Advance No. Less Advance 

Employee Signature 

Approvals (see Policy #2005) Date 

o Net Claim or 

o Amount Owing BCIT 

1 ---­

FIN-21 (2008:07) White ­ Financial Services; Yellow ­ Employee 

$ 

Sample Only

00097178
Rectangle



ORIGINAL RECEIPTS 
is if \he tr,weiler is clmnllng the per dl€m 

paym,," ",',' w'" not It rhe del;:,ii rW81pt :s lost {jl w~s 'lot oLltained L1Y 
rn~st st\OW ti~e IlIclhod of payment, Hlis :ncludes trClvGI agGrlCy invoices 

photoeo,p,e-, a'e not considered as receipts. 

Origmal receipts Wi a foreign language rnust be translated. 

./1,,11 ('Iectronlc receipts must cont2lln thi.': :idrrJG !nformateon fo:nd on an o"riilg~'i:r:,~a;~': ~~~'e~:t~:~~~r;;:;p::":,:ntEe. address. pllDrle number 
and/or web address. date. description of Ilem(s). amount c~arged, and m 

fxample of a payme"' stub (Not Acceptable) Example of a detail receipt (Acceptable) 

11)< t'lt<'f~f.':-J": 

tp.vFRt,U\
Mli'l t;li!f'El<t ,WEIl1NeI'l 

'·04511 [till, ¥~ 

lfI'~ 

• ; '\C\j7
 

iTllIi'! ~!ll1!
 

,,"P?1l10VE[; l!l3893g 
7'5!ll1!~(e~ .l1li:
 

!'!all' €l5 ::>l!J~5 '1«:2'1 pm
 

(Both receipts art rc-qUlre.C if !flE- delall re.ceipt does nc1 st}(lW merhod of payme.ntl 

must be cOlJlpleted and 
the orig,ral receipt has [)8e.n 

Declaration: 
To ~,e!\'I(eS, Travpl CI:li'n~ 

U:;le8se mdicate if there are t3XCS IIIc!uded) 

SITE·STAMPING 
In circumstaric;es where tf-e fri'lveilel (equest~~ the ,y'glna. 1 rece,[,!" to b.;; rettJ["!led to him/het to' 'N'n'an!, pl;rpc""" or wnere 
t'~vnses are D,~1'ally covered by anolhw organl?ation and the tr<lvel!er reOUlres the origInal to H'at 
Drganlzation. the rece'pt(s) be 'Sli:?-st;;,HT,ped"' Indlcatrng the ;;rr:ount to De reimbursed by 

For the originalr,,,,,,,,,! to bo slto-sr"rnpeo trawoiler 'T?ust prov;de th':' origlnai receipt Accounts F'aYJ()!e will stump or!glnu' and 
,<:eeo ~h~ 

METHOD OF PAYMENT 

CREOIT CAROS 
(or rrcre) Cr(~li, ci3rd~ listed t,) n" !",vour e,nensps. yo" must retain all rele\i<;r~l expense recelp's. You 

the F'lnanOiJi Services processing' 

CASH 

NOTE. Rp[rJlli all de1all and r_.Tvment stun recelDt~ Submit bath !f rhe det<H rer81pt does 1'10 show method rA i:,i3yment Heier to Ihe 
Genera! Seeton above for exzl"lple 

I~ PiJyrflent stub ,5 no: av:;nlabie a bonk or credit car,")" staterrent IS required. 

TRANSPORTATION 

AIR TRAVEL 
PH" Be!T contracted trilYei i,genL t-1urne Tra'.'eL MUST be wed 1:)1 ali air tmvel arrangelT'enls AIl\' ex,ceplll"" 
!rle Director of F,ranClal Services for 
drlY bOG!<.i'lgs i ....WN '"1!Jme~tr-avel wo,iiewibcrtll124) 

AUTOMOBILE - REIMBURSEMENT KILOMETRES 

{,1'llllM .{/ TQ 
!Home N( 

IHome ' 'rorn 
,8C1l 

lome ; ,une 
ompu, Campus 

amp"s 
ampus IHealth UII,is 

IWorkSI!'!') 

S-MUSi I how rnaelV 51T~ ·;~Slt~· 

;0""; 

PER DIEM
 
Ai'I per ClefTlS iT'J5' De ~elated to Institute bUslfless
 

The travelier ca:) cal!" hiS per diem expenses in one of two ways. 

1. Clal!ll the establistled r3te for :,'1e meal{sj cr ttle per diem for (h'3 day (if aopl'rab!e} or
 
2_ Submit deta'ied/itemlzed '2e"iD'" tor the day(s).
 

pa'~;i~:i~:((:,'~:,~) ij~:~e~:~I~':t:~U,b;.:S;)(w:;':!~1 ~n:o~;'l~be:s:a:~c(CePted for relilibwsement purposes, (see example under [xpense C!311Tl F-orr.iS· 
0'	 expeflses must b~ claimed 0'1 IhE rlay t~ey were incu,'red, they cannot be cameo 

os part of airline ticKets or cor.ference reglstr2tion the De'di,,"idav allo.'anee tei' the proy:ded meals 
can III): Con.Ferp-nce/semlnar brochure must accompany your [,lair" fOrle,m'biJr""",,!. 

Mea! daims :~;~:,~~;~~::0:~:;~:~;:~e;h::r::	 is all offiCiaa~i"-:·~O~h:O~~';,(,~eie:;:or~th~.er EXDenses under 8elT Travel Policy I Instlh.Jte busines'i or d 'lave an alcoho!ic (!rnk with their meal. It Wlli not r~lrrlburseG ThE::
 
only exceptl,'l!l WI;I be tor iii:; oustomary' ta Include alcohol w;th tiie meal
 

names of the and lhe purpose of the evenlJmeetmg. Entenalnment 
parties, etc., are 'Or)t a,llowed, The expenditures Ir)curred by schc:ol'j fC!r 

:~~~~~:§~f~~~:~~~~;~~~:fi'~~~~:~~~fI:::Jas,~:$,;O:('"~ia~;te:~s~an~~'d~iDrre,~'t~h:e~,~I~~a,uthorlzed ~;liE'S(S, your trayel expense claim form must

~
OTHER EXPENSES 

"ie,'n",,",( ,Ih,,., Institute b'i;;ir'es~ Purchases made or exppnses Ircurrcd 
are !'eu:-so,i:·ry and reasor,able. All oth'" e"WlSes 

\\!"f" required, a wntten e.xplanat!o'j 

,I" ,""..) 1f1C'"'' be prcv'de':l 

Reimbursable expenses 

•	 Certain t';;terlainment and ~,ft purct1<lses rprler 10 ['L,r,f:rm wltl, Institute pOI:Cles ()'l purchasing
 
s('rvlce)
 

rental (roor, a',d!or eqU!pmelit; IS re,l,lbursable If the cost IS unoer $200. If the cost exceeds $200. a Purchase Order IS
 
r8UlJi reo
 
Tel,phe'ce (;alls for employees to stay w, contact With their Immediate ~a:TlI,ly should not exceed 10 rllniday, unless otherWise
 

by a collectl"e agreement. 
• Intc'net comrnurllcation ()larges to allow an employee to stay in touch with institute responSibilities 
•	 Courier/postage charges
 

apply to tnps In excess of four (4; con<;",cutlve days
 

•	 Fees a hotel safe 
Voc,:!,,,,', weer,ea,,,",p'ove, IS asked to travel to fl are '0 H1t>. health ane! the employee-. 

p~;::;~ ;::; ;;n~~!,~~: ~;; ;re~iio~;e;~al,~e,.j;P:;'e~.ars~~e:;'e~;fer to Human 'or informatlOr gUidance pner to 
St	 the Instltuie. must follow nit' IflStltute 5 poliCy and prDcedures. Students nor allo'1ed 

Diner's Irterni)f,cna! Card can be used to boof... <!irfare, reserve hote! 8!~c::l~r (ill rental for 
bUSiness. 

tlLls:ness wlil [)e reimbursed for materials that are IPcurrel) for a n'oject: tr"velling on afrel<ltnp_ trades 

studer~t L'l;t Gn Institute DJ5Wf.";S must c!lmply With tr;e req(JI(ernents laid O!jTn Sedon 1.] 3 i:lnd 
Inten,<:\tIGr'a: Travel - Risk and Security 

NON·REIMBURSABLE EXPENSES 
• Interest olarges on outstar1cing charge card baiaCJ,-::es 
• Uninsured losses to vehiCles 
•	 Atcotlolle 

tir,es/car washes 

mOVIes, lour'ge billS c~larbed to the roan,; etc
 
personal or excessive expend!twe
 

haggage fees (e>.cep:lon would
 

expen(]:(ures such a~;'r~~~i:;~:~;t,;:'r~:~e:'~'~'~;':d~,; :,~:'i~gt~;:;i:~lIetc• l.ost or shiell Tickets, cash or	 to perscn~! insurarKE: prO'.f1des aaequJre 

• BCIT 

• Mini bar Durchiises 
• MElgal.ines/r:ewspa;Jer<; 
•	 Evems/Exhlbits go througr the PurchaSing Department 

:ra..·el: 
SV.1use; family, or per>or;al are not relmbursabie u'lless the travellu has pre-approval fram tne PreSident or 

Vlce-President(s). 
o The Ins:ltu;:;; does not pruJ,de 'e,lrnbursement for expenses Incurred while orl (/tlc!al trlstltute bJSlne',s for olr'er 

than Inslltule t:uslness_ a traveller takes an In~,:;~~; ;~~::eW~;,',~t;;~:~~'e:~V~~ on a direct route. relfnoursement for 
wil! he the lesser of tile -3ctudl crlwge or the::: ;lave teen iI,curred i'()iJte. fr these 
S,IU<.JtIOf1S. a brei~i'dc,\wn of costs peeels to be frorn trle Trave! Agent. Anv personal 01 the tT,'f) costs Will not be 
reimbursed 

or SUbject to "dVilnce
 
the In~IIt;Jte wli: pay the Ipstf€, (,f the ac;lu,'
 
ClCc.omillodatiV1 C0~~ts thai !'iClV result from
 

• I'ldcoendent COlltractcrs expenses must be ,ncluded In the:!' C'O('lact""d 

ADVANCES 

Advancf."s are not to be glve'l If the f'xpense 'las alreaDY been made ,A Tr,:;vel [xpense Clair:1 be used 

Advanr:e oayrnents Wli! be pror:~ssed by direct depOSit to tl",e ell,piGyee's b2r,k accol.,pt-

All advollCes Will be codl,' u',,", the, Aen code 9327 to anow the oep.3'tment to View rher 
o:.lrstarldlng Std~US is not to be used 250 a bJdgeUry ,jccount 

Its employee submits the apprc'pnate expenses_ ar;(j'o: c;earlng Its ACCT code 9327 

Sample Only




