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Department of Geography

Travel Reimbursement Claim

Payee: 
___________________________
Speedchart:
_________________________
Address:
___________________________

______________________________________

Travel to: 
___________________________

Purpose: 
________________________________________________________________________

(name of conference, meeting, research project title) (please provide official supporting documentation such as conference program, workshop info)
Dates:
___________________________

Expenses (note amounts):

Airfare:
___________________________

Car rental:
___________________________

Mileage:
___________________________ (# km x $0.41/km)

Other:
___________________________ (taxi, train, shuttle, etc.)

Meals:
___________________________ (per diem is $50.50/day CAD; US$ if outside Canada; or $10.70 breakfast; $10.45 lunch; $29.35 dinner)

Accommodation:  _______________________
Registration:
___________________________
Other: ________________________________  (please note details)

           ________________________________

TOTAL:
___________________________
IMPORTANT:  Original receipts must be attached (credit card receipts are only considered as backup documents).  If originals are not available, please complete a Lost Receipt Form.  Boarding passes must be submitted with air travel claim; itemized receipts are required.  If claiming meals other than for self, please note names of guests and purpose of meeting.

I hereby certify that the expenses in this travel claim comply with UBC Policy #83 (Travel Policy) and are business-related.

Traveller’s signature: _________________________________

Date: ______________________________________________

