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HCTF Travel Policy for External Parties (non-Staff and non-Board members)
Guidelines for submitting a travel expense claim form

Least Cost Travel Policy:

If you are seeking travel reimbursement from HCTF, please note that HCTF has a “least cost” travel policy. We encourage everyone to choose the lowest cost method of travel (within reason). If the lowest cost method is not chosen (i.e. if you prefer to drive, even though flying would cost less), note that HCTF may only reimburse you for the equivalent of the lower cost method.
HCTF appreciates your adherence to our policy – 

This helps keep our administration costs low so we have more funds available for projects!

If you have any questions regarding your travel, or wish to have your travel plans approved in advance (recommended if you will be travelling from outside of BC, or have other unique circumstances), please contact our Finance Officer at the address below.

Here are some general guidelines for filling out the HCTF Expense Claim Form:

Transportation

Private vehicle:
specify the place of origin and destination.  Record total kilometers travelled.

Vehicle mileage:
multiply distance travelled by the mileage rate.

Public transportation:
specify which type of transportation is used.  Enter the total cost, and attach receipts.

Meals

All meals:
enter the allowable amount of all meals for which you have paid.  On the back of the expense claim form, please provide a break down of all meals which you are claiming.  Please use the current per diem rate.

No meals:
$14.00 may be claimed when no meals are claimed for the day.  This is intended to cover incidental expenses (i.e. laundry, personal phone calls, portage, etc.)

Accommodation

Motel/Hotel:
indicate the location and length of your stay.  Enter in the total cost of the accommodation and attach receipts.  Your claim will include applicable taxes.

Private Lodging:              lodging allowance of $36.50 may be claimed for each night.  No receipts are necessary.

Miscellaneous Expenses


indicate any other expenses incurred while on travel status (i.e. parking, business telephone calls, highway tolls) and please attach receipts.

Note:
Do not include costs for rooms and meals which are invoiced directly to the Foundation.  

Providing receipts:

Please submit receipts along with your expense claim form. Scanned electronic copies are sufficient. 
Submit expense claims and receipts to:





Katelynn Sander, Finance Officer





Habitat Conservation Trust Foundation





#107 – 19 Dallas Road





Victoria BC  V8V 5A6
Katelynn.Sander@hctf.ca
9/11/15

