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         EXPENSE CLAIM (2011/12)
NAME: 



ADDRESS:  


 

POSTAL CODE: 

TELEPHONE: 



PURPOSE OF TRAVEL: 



DATES OF TRAVEL:  From: ____________________________  To: ______________________________
TRANSPORTATION:  (attach receipts for public transportation)

Private Car: From: 
To: 
and return equals
 km

Vehicle Mileage @ $0.50 PER KM

$ 

Public Transportation: 

$ 

(Bus, Taxi, Ferry, Car Rental, Airline)

MEALS:
Per Diem rates (full day or 3 meals) $47.00 for 1 day (See over for breakdown formula)
$ 

ACCOMMODATION: (attach all hotel and credit card receipts to this form)

Motel/Hotel/Private:
Name and Number of Nights 




Cost (including taxes) 

$ 

MISCELLANEOUS EXPENSES: (attach all receipts to 8.5"x11"paper and attach to this form)  
 










 $ 








 


 $ 




$ 




TOTAL AMOUNT OF CLAIM 

$ 

Certified this is a true statement of disbursements made by me at the places shown and that I have not been and will not be reimbursed for them by outside parties.  Submit expense claim and receipts to: Habitat Conservation Trust Foundation, #107 - 19 Dallas Road, Victoria, BC,  V8V 5A6.
Date: 

Signature: 


The Following Guidance Is Provided For Partial Day Status:

Travel Status:  

	On the day of departure if travel status begins:
	On the day of return if travel status terminates:

	· after 7:00 a.m. breakfast cannot be claimed
	· prior to 7:00 a.m. no meals can be claimed

	· after 12:00 noon breakfast and lunch cannot be claimed
	· prior to 12:00 noon breakfast can be claimed

	· after 6:00 p.m. no meals can be claimed
	· prior to 6:00 p.m. breakfast and lunch can be claimed and after 6:00 p.m. all meals can be claimed


Full day or 3 meals = $47.00
Breakfast only = $11.50
Breakfast and Lunch only = 
$24.75

Lunch only = 
$13.25
Breakfast and Dinner only = 
$33.75

Dinner only  = 
$22.25
Lunch and Dinner only = 

$35.50
Meal Calculation: (Please Check [image: image2.wmf]) 
           Date  

             Breakfast

                Lunch

            Dinner
       $ Daily Total
	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	




           Total to be shown on front    $


Private Accommodation - $30 per night: no receipts necessary.

Miscellaneous Expenses on the front of this form include: (Attach Receipts)
	· Business telephone calls
	· Airport Improvement Fees
	· Parking Charges


Parking Charges are not valid when incurred while on mileage except 1) at airport 2) at hotels/motels

FOR OFFICE USE ONLY

GOODS / SERVICES

Received (DD/MM/YY) 
/
/


Signature 


ADMINISTRATION

Invoice Received (DD/MM/YY) 
/
/

Account Coding:
       
                   /
                               /                  
                     

           Fund
                     Account
                   Project  
Prices, extensions checked (Initial)  



ACCOUNTING 
Certified that the account coding and amount to be paid are correct, in accordance with appropriate statute or other authority for payment and/or contract, and where applicable that the work has been performed, the goods supplied, the services rendered, and/or 

other conditions met.

APPROVAL
Approved for payment 

Signature:  



