TRAVEL AND PROFESSIONAL DEVELOPMENT
EXPENSE REIMBURSEMENT

EXP

Financial Services
Accounts Payable

Refer to instructions on the reverse. For mare details, and for the current per diem and kilometre reimbursement amounts, see BCIT Policy
2005 and Procedure 2005-PR1. Show dollar amounts in CDN funds and provide documentation for the exchange rate used. Attach original
receipts to suppoart each expense item. When an amount is owed, attach a cheque or money order payable to BCIT.

Staff ID Number Name Date
Department Position Local
\
Destination Dates of Travel
From To
Purpose of Travel Org. Code Acct. Code eebeiow) | O P.D. Claim
O Dept. Claim

9310 Travel: Administration

9315 Travel: BCGEU Instructors, Support Staff & Other Employees

9325 Travel: Non-employee

9320 Travel: Student Field Trip

Travel: Faculty & Staff Association

Staff Training External

Staff Training Internal

FSA Individual Pool Expense
FSA Pooled Expense

Trades Expense

Is course or seminar registration

job related?

O Yes
O No

PERSONAL AUTO AND PARKING EX¥PENSE

If you are reporting more than two trips, use form FIN-152

(Mileage & Parking Expense Reimbursement). Parking receipts are required.

Total KMs

Total Parking

Date

Transportation — Air

Transportation — Other

Accommodation

Meals (per diem)

Entertainment

Telephone

Registration

P.D. Non-travel Purchase
(maybe a taxable benefit)

| Other — Specify

Total of Travel / P.D. Expenses

Use one form for each advance request: Advance No.

Less Advance

Employee Signature

O Net Claim or
O Amount Owing BCIT

Approvals (see Policy #2005)

Date

FIN-21 (2008:07)

White — Financial Services; Yellow — Employee
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ORIGINAL RECEIPTS

Onginal receipts must accompany al

vel claims. The only exceptior i 1he travetler is clasming the per diem. Receipls submittec
are t be drtawle‘ or temized; payment stubs will not be accepted. | the detaii receipt Is fost o1 was not obtained by the empliyee,

a Declare s required  All receipts must show the method of payrrent, this includes travel agency invoices, Credit carg
statements. cancetied cheques. ang photocomes are not considered as receipts.

Griginal recewpts 1 a forsign language must be trans|ated.

All electronic rece:pts must contain the same mformation found on an original receipl: the company’s name. address, phine number
andfor web address, date, description f item{s). amousnt charged, and must show the method of payment.

Example of 3 payment stub (Not Acceptable} Example of a detail receipt (Acceptable)
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(Both recepts are required if the delad receipt does not show methog of pavment)

Declaralion:

‘erf red receints are not provided. a declaration farm sigred by the employee must be compieted and
Trie memerendam must state 1he date the expense was incurred, that the origical receipt has been fuat
enwent for these expanses wil not be clarmed from any sther sourne

Declaration:
T Fancal Services, Travel Claims

Pe: Dectaration

ticket, hotet by!t, et in detal] nave been 0st and
and are reimbursable throngh BCIT a
15t claim reimbursement for these expenses from

\, (full hame of traveiter; certify that the follawing receipts (describe the missing
can not be replaced. These avthorized travel expenses were icurred by me on {
{nuole appranrate ORG ang ACCT code). | further certify that | have not aad wiit
any ofher source.

Amaunt to be rambursed. $_ ... (please indicate # there are taxes included)

Signature of Trz

SITE-STAMPING
In circumstances where the fravel
expanses are pztislly covered
arganization. recept{s) wi

requests the grgina! recedts 16 be returied o hinvher for warranty purposes, or where
another organization and the traveller reourres the onginai receiplis} for subrmssion to that
ve ‘sre-stamped” indicating the 2mount to be reimbursed by BCHT

¥ the criginal recaint te be site-stampeq, the traveller must provide the original receipt Accounis Fayaodle will stamp originat and
D the phatorot

METHOD OF PAYMENT
CREDIT CARDS
When you use any ore (or mere) or cards listed to pay for your expenses, you must refain all relevani expense receipis. You

must submit the foilowing documents to the Finanoai Services Devartiment for processing:

Purchasing Viss Card Personal Card...

Cornpleted Corp Card Sumrrary Form Completed travel expense form

Original Recepts Qriginal receints

Roceip ust show first 4 or last 4 #s

Recenptis) must show first 4 or last 4 #'s of the credit card used

applicabie)

Arre/Electon 1l app ted lAir\meJFlchomz: Tie kels {f

inthm 30 days from receving requas! Within 10 gays from end of Trio

CASH

- Personal Glisgue.

Receip:s required

Cash Currency
iOr‘g‘na! Detar: Receipts required

iRer
wdare of frai

is required Origine

show vendor narie and date | Recaini must show vendor rame and dale
saction and amaunt

ST cor pame and
Lon and amourit of transactien and amount of tra

Receipl(s) rust stow cheque was
wed as payment  The casheg cheque
or bank statement is required

mustindizate CASH was Receipi({s) must show the last 4 #'s of the

deolt card used

M’er ipt(s)
Elo 2ived
| I

NOTE. Retais all detail and payment stun receipts. Submit both f the detasi receipt does net show mettiod of payment. Refer to [he

G Sect:an above for example

I* payrment stub is not availabie a bax or credit card staterrent is reguired.

TRANSPORTATION

AIR TRAVEL

The BCIT contracted travel ageni, Hume Travel. MUST be uced for all air travel arrangemenls Any excepinng st he directad to

the Dreector of Financial Services for pre-anproval, Ar emplovae’s fravelling profie s1ust be completed on-fine with the agent prior to
i ngs (www nume-travel com/ewsbarl | ). Fiight carcetlation insurance wiil only e done through Hume Traver Agency.

AUTOMOBILE — REIMBURSEMENT KILOMETRES

[ mow i . o REIMBURSABLE
[Home Regular worksite NG
Home Alternate worksite/Business Meeting/Trip | Can only ciaim the difference from what would be incurrec
from BCIT to that worksite o- whichever is the shortest
Home _|Arpart en approved travel o YES ¢one round trip allowed} - .
Campus Campus YES
|Campus in Camnpus NO
Health Units YES-MUST imidicate the explanation fierd how many sie visits
Home-Call Qut {outs Worksite(s) YES
of norma warking nours} .

PER DIEM

All per ciems mist o rel

¢ to Institute business

The travelier can ciair hig per diem expenses in one of two ways.

1.Clam the establi rate for the a
2. Submit detatied/iternized receipts tor

mealls] ¢r the per diem
e day(sh

iz day {if anprcabi

) will nct be accepted for remiborsement purposes, (see example under Expense Graum Formss -
nent purneses, expenses must be claimed on ke day they were incurred, they canncl be carrien

Payment receipts \pr“vne(‘l stub:
Onigingl Rec:
forward 1o

Where meals are provided as part of airhng tickets or canference registration fees, the per diemiday allowance for the provided meals
can ot be claimed. Conference/seminar brochure must accompany your claim for rembursement.

ims must exciute any charge for atcoho! (see Other Expenses under BCIT Travei Policys If an empioyee is on officia
ute business or a clienf they are enlertaining wishes 1o have an al drini with their meal, it wili not be rairnbursea The
only excepdion wiil be for international chents where it is oustomary ta nclude zicohol with the meal

It you purchased meals while entertairung business assaciates and/or ather authorized guests, your travel expense claim form must
be accompanied by a socument listing the names of the persons entertained and the purpose of the event/meeting. Enterainment
expenses for staff rebr=ment/irtticays/recognition/ Christmas parties, efc., are not allowed. The expendituras incurred by schen
hosting a student graduation event are covers

OTHER EXPENSES
All other reimitursaiie expenses
that ave not addressed by ex|
must have original recewpts and must
purchase(s) cr for entertainme

Purchases made or expenses incurred
y ard reasoratle. All other expenses
red, a written explanaton for the

be incurred i the cotirse of clang Institute b
tite paltc may be remmisurse
e attached to trne Tr
<. efc., and the ran

Reimbursabie expenses

policies an purchasi

expense. plaase confirm with Insty

s Cerfain enterlainment and g:ft pu

gcods and service)

A rental {roor and/or equipment; is reimbursable if the cost s uncer $200. if the cost exceeds $200. a Purchase Order 1s

raguired

Telephore calis for employees 10 stay in contact with their immed ate family shouid not exceed 10 miniday, unless othenwise

specifieg by a collective agreement.

Internet communication charges to allow an 2rmployee to stay in touch with inshtute responsibilities

Courier/postage charges.

Laundry expenses would apply o trips n excess of four {4; cansecutive days

Traveliing

s for using a hotel safe.

es where &0 emplovee s asked to travel to a country where vacgines are necessary 10 the nealth and salety of the employee.

Paying a new employee ta reiocate. Please refer to Human Resources for information and guidance prior to submissicn

Students shat take time otf to attend/represent the Institute. must follow the Insttute s policy and precedures. Students not allowed

Travel Adva
With the discretion of the departrment, Diner's tnterpy
a student traveling on institute business.

0 Astudent on Instiute tusiness will be reimtbursed for matenzls that are trcurred for a nroj

show, convenhon ete

[he department sending a studer

1.1.41n Porcy #7502 BCIT Inteni

NON-REIMBURSABLE EXPENSES

® Interest charges on outstanding charge card baiances
nnsured &

Alconolie bevera

Parking ano tr

Persaonal exprises

Experses for faiure to cance! transportation or hote! reservations

Passporypholo fees

Hotei's pay-por-view movies, lourge bills charged 1o the roon:, elc.

Any other persoric sstive expenditure

Excess personal haggage fees (caception would be teaching maten;

Personal expenra:iiures such as entertainiment, tickers to shows, or 3

X i Tickets, cash o personal property, Travellers peed to ensuse t

cove for personal property

BCIT wall not reimburse the employee for 2

Childcare or eld /pet/kenniel charg

* Hairdressar/barber/fitness/gym/spa/massage fee

Lar purchases {exception is bottied water)

* Magazines/newspapers

* Evenis/Exhibits go through the Purchasing Depaiiment

* Speuse and persanal ravel:

o Expenses far a spouse, family, or persongl are not rembursahie unless the travelier has pre-approval fram tne President or
Vice-President(:
The Instituie does not provde rewmbursement for persaral expenses incurred while on official Institute busir If, for olher
than Inshitute business. a travelier takes an indirect route or interrupts travei on a direct route. resmoursement for trarisportation
wil! he the lesser of the actual charge or the crarge that would have ceen incurred oy travelling the direct route. Ie these
stuations. a breakdown of costs reeds to be ebtained from the Trave! Agent. Any perscnal portion of the trip costs wall ot be

5eS (prior 10

Fe

atenal Card can be used to book airfare, reserve hotet anc/or car rental for

; travelling on a fieldtnp. trades

Lten Institute pusiress must comply with the reqeirernents laid out in Section 1.1 3 and
mmal Travel - Risk anid Security.

ines/car washes

orhing events, etc.
at then per

sna! insurance provides aaequate

zdditional insurance premiums

o

reimbursed

ses for spouse and famiees., In general, tne expenses of any eraplavee’s spouse and family are not re-mbursatsie
vance payment When family travel resuits i an economicai a:rtare, such as a iamily plan or charter
the Inziitute witl pay the iesser of the actuat expense incurred or the ecanomy fare tar the employee’s travel Additional
rmodation s thal may resylt from ocaunying 4 room with a spause or child are retmibursable.

¢ Indeoendent contracters expenses must be ncluded in therr corvract and bilied accordingly

ADVANCES

PROCEDURE

Itis tne policy of the tnstitute to agvance funds for authonzed travel Only zdvances for more than $400 dotlars wi!l be processed.
To L‘UP\" an advance, Lhe employee must coimplete the Authority in Travel and Advance form: Fet travei cutside of Canada refer 1o
Policy # 7502 for the Authanty to Travel portior

A request for an advance widl be proressed no more than ten (107 warking days prioe 1 the start of the: travaller’s i

Advances are not 1o be given it the expense nas aweaoy been made A Trave! Expense Claim 15 1o be used

2Nk account

Advance oayments wiil be processed by direct deposit to the empicy

All agvances wii be chargea directly to
outstanding status Ths ACCT code s for tina

the department's CRG code using the ACCT code 9327 to allow the department o view the.r
ia! services use srly and is not to be tsed as a Budgetary scoount

‘or clearing 1s

ALCT rode 9327

The department s responsibie for ensunng that its employee submits the approprate expenses.
wittin 10 business days of the end of travel






