
Hotal Reimbursement  
	1
	Name of person to be repaid
	

	2
	Student number or employee ID (UBC Only)
	

	
	Title of Conference or Course

	Destination / Location

	
	Departure Date: 
	Return Date: 

	
	Expenses

	3
	Airfare (Attach Boarding Passes)
	$

	4
	Accommodations
	$

	
	Mileage 
	 ______ km @ $0.41 / km = $ __________

	5
	Taxi / shuttle / train / car rental 
	$

	
	Parking
	$

	
	Conference or course registration fee
	$

	6
	Meals 
(if you are claiming the actual amount spent, please attach receipts)
Per diem (receipts not necessary)
	$   ____________________________

_____(#full days) x $50.50 __US/CDN__ =____
               Additional meals (for partial days)
               _____x $10.70 (breakfast) = ______
               _____x $10.45 (lunch)       = ______
               _____x $29.35 (dinner)      = ______

	
	Other (describe in detail and include original receipts) 
	$

	
	Total Claim
	$___________________________

	7
	 For UBC Claimants: PG / Speedchart to be charged

 For Non-UBC Claimants: 
               address to which cheque should be mailed
	


This form must be signed for your claim to be processed:

Signature : ____________________
Instructions

You must attach original receipts for all expenses claimed. Visa statements do not count as original receipts and may only be used to confirm actual amounts paid. If you have lost a receipt, you will need to complete a lost receipt form. Electronic invoices must contain payment type and show invoice as paid. 
The following guidelines correspond to each numbered section on form: 

1. If you have already been repaid by your UBC PI or from a grant and are repaying that grant, you may simply attach a copy of the original Travel Claim (TR#) to this document. 

If you are not UBC faculty, staff or trainee, we will reimburse you directly, and you can repay your supervisor / department directly. 

2. Please include the full name of the conference or course & attach a course outline or abstract. 

3. Airfare repayment requires ORIGINAL receipts, showing proof of payment. Itineraries are not sufficient. Final costs, including taxes, showing proof of payment (usually a credit card partial number) must be attached. Boarding passes must also be attached. If you had an electronic boarding pass, please talk to the ICORD finance staff for assistance.

4. In the case of Shared Accommodation, only one person is allowed to claim accommodation as there will only be one original receipt. If you know in advance you will be sharing a room, consider requesting separate invoices for each day or portion therein, and having the hotel issue separate invoices or a split invoice for repayment. 

5. Please make sure all your receipts show clearly how much is being claimed for taxi/train/shuttle costs. 

6. For meals, please have either a full receipt (itemized list including final amount) & list of diners (first / last name) or claim per-diem. 

7. Please make sure we have your correct address, including postal/zip code and province/state. For cheque requests, Canadian addresses will only be reimbursed in CDN. US addresses can be reimbursed in either CDN or USD, but not both. 

Contacts:  

Jeremy Green – jgreen@icord.org

Lisa Larmon – llarmon@icord.org
Rev July 16, 2012


