UBC, Department of Computer Science
Faculty Members - Preparation Sheet for Travel Expense Claim 
Name: 
Employee ID:

Speedchart for expenses required:

Purpose of Trip:

Travelled to:

Dates of Travel:
Submitted to GA on: 

Please attach all original receipts to this claim form.
	
	CAD
	Others

	Public Carrier: (air ticket, AIF fee, travel company charges): 

- original boarding passes required!!
	
	

	Car Rental or Mileage (currently $0.49/km):
	
	

	Other Transportation (taxi, bus, train):
	
	

	Meals (Breakfast: $14.00; Lunch; $16.00; Dinner; $30.00 = $60.00 per day)

 [Note: the US equivalent can be charged when travel is in the US and either the equivalent in US or EUROS for travel outside of Canada or US.]
	
	

	Accommodation:
	
	

	Conference Registration:
	
	

	Telephone and/or Connectivity:
	
	

	Other:
	
	

	Total:
	
	

	Did you have a Travel Advance ?– if so Subtract here:
	
	

	Final Total:
	
	


Traveler’s Signature: _____________________date:___________

If you lost a receipt, a Missing Receipt Form can be submitted.
Please submit a copy of your credit card statement for foreign currency in order to be reimbursed properly.

