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	SCHEDULE OF REIMBURSABLE TRAVEL EXPENSES (GROUP I)

	

	When travel expenses are listed in the Payment Schedule as an allowable expense, then transportation, meals, accommodation and board and lodging will be reimbursed

provided the same are in the opinion of the Province, necessarily incurred by the
	
	CONTRACT IDENTIFICATION NUMBER

     (  FORMDROPDOWN 
(       

	Contractor in providing the work/services.
These rates will apply for the duration of the contract.
To obtain Government rates for car rental and accommodation a letter of authority signed by the Ministry contact (sample attached) is required as proof that you are under contract with the Province.
	All claims should be submitted on “Schedule of Reimbursable Travel Expenses for Contractors to Fill in Online – H1170” (see attached).

Expenses must be submitted less the Goods and Services 
Tax (GST) with original receipts attached.


1.
TRANSPORTATION

(a)
Air Travel:  Original receipts are required.  The most economical airfare must be obtained.  Charter flights must be pre-approved in writing by the Regional, Branch or Project Director.

(b)
Bus, Taxi, Parking, Toll Charges and Ferry:  Original receipts are required, tips cannot be claimed.  Ferry travel should be by the most economical route.  Assured loading tickets and ferry reservations must be pre-approved in writing by the Regional, Branch or Project Director.
(c)
Vehicle Rental:  Original receipts are required.  The Province has negotiated Corporate Supply Arrangements (CSAs) with the following vehicle rental companies and the Corporate Identification Number below is required when requesting a vehicle, to ensure that correct rates are being applied to the rental.  Original receipts are required for fuel.

It is up to the discretion of each contractor to determine which company to use for their particular need, based on the most economical rate per kilometre charge available.
· BUDGET CAR & TRUCK RENTAL – A162000
· ENTERPRISE RENT-A-CAR – 4CA1000
· HERTZ CANADA LTD – 2108023
· NATIONAL CAR RENTAL – XVCBCG1
· THE DRIVING FORCE INC – CS000898

When signing the rental agreement, waive Collision or Loss Damage Waivers (CDW or LDW) and Personal Injury or Accident Insurance (PII or PAI) these costs are included in the CSAs and will not be reimbursed.

Report all accidents to the rental agency and the Ministry contract manager within 24 hours.

(d)
Private Vehicle:  No receipts are required.  


Reimbursement for use of private vehicles will be at the rate of $0.67/km.  This is an all-inclusive rate, i.e., includes the cost of gas and insurance.

(e)
Travel expenses are not reimbursable if incurred within a 32 km radius of the Contractor's office unless pre-approved in writing by the designated Ministry contact.

(f)
Prior approval of the Regional, Branch or Project Director is required before any travel is made crossing the Provincial border.

2.
MEALS

No receipts are required.  Meals will be reimbursed at the following rates:

	Full day per Diem
	$64.30
	

	Breakfast only
	$15.47
	If travel starts before 7:00 am 

	Lunch only
	$17.90
	If travel starts before noon

	Dinner only
	$30.93
	If travel ends after 6:00 pm

	Breakfast & Lunch
	$33.37
	As per above

	Breakfast & Dinner
	$46.40
	As per above

	Lunch & Dinner
	$48.83
	As per above


3.
ACCOMMODATION

Original receipts are required.  Accommodation expenses are 
reimbursed at cost, based on the maximum daily rates provided.
Refer to Appendix 1 of this Schedule for details on
accommodation rates.   
Private lodging will be reimbursed at a rate of $40.75/day.  
Accommodation outside the Province will be at the rates pre-

approved in writing by the Regional, Branch or Project Director.

4.  BOARD AND LODGING 

Where specifically pre-approved in writing by the designated Ministry contact, the contractor may claim $2,000.00 per month for board and lodging in lieu of the accommodation and meal rates specified above.
APPENDIX 1 TO SCHEDULE OF REIMBURSABLE TRAVEL EXPENSES

ACCOMMODATION RATE THRESHOLDS FOR CONTRACTORS 

Daily hotel/motel accommodation stays will be reimbursed at cost, not to exceed the maximum rates by city as set out below.  Only the single-person provincial government rate for a standard room will be reimbursed.  Proof of government-related business may be required when booking.
If the hotel rates below are not available for a City, please confirm with your Ministry Contact and check the Ministry of Citizens Services Goods and Services Catalogue Accommodation Listings for hotels and rates at:
https://www2.gov.bc.ca/gov/content/bc-procurement-resources/buy-for-government/goods-and-services-catalogue 
	City
	Jan
	Feb
	Mar
	Apr
	May
	Jun
	Jul
	Aug
	Sept
	Oct
	Nov
	Dec

	Downtown Vancouver
	$200
	$200
	$200
	$300
	$300
	$300
	$360
	$360
	$360
	$300
	$200
	$200

	Burnaby
	$180
	$180
	$180
	$180
	$200
	$230
	$230
	$230
	$230
	$180
	$180
	$180

	Coquitlam/Port Coquitlam
	$160
	$160
	$160
	$160
	$185
	$185
	$185
	$185
	$185
	$160
	$160
	$160

	Delta
	$170
	$170
	$170
	$170
	$210
	$210
	$210
	$210
	$210
	$170
	$170
	$170

	Langley
	$155
	$155
	$155
	$155
	$200
	$200
	$200
	$200
	$200
	$155
	$155
	$155

	New Westminster
	$145
	$145
	$145
	$145
	$180
	$190
	$195
	$195
	$195
	$150
	$150
	$150

	North Vancouver
	$150
	$150
	$150
	$160
	$160
	$235
	$235
	$235
	$235
	$170
	$150
	$175

	Richmond
	$195
	$200
	$200
	$200
	$240
	$280
	$280
	$280
	$280
	$210
	$200
	$195

	Surrey
	$150
	$150
	$175
	$175
	$185
	$195
	$200
	$200
	$195
	$150
	$150
	$150

	White Rock
	$145
	$145
	$150
	$155
	$185
	$195
	$195
	$195
	$195
	$150
	$145
	$145

	Downtown Victoria
	$170
	$170
	$170
	$190
	$260
	$260
	$380
	$300
	$270
	$200
	$170
	$170

	Greater Victoria*
	$150
	$150
	$160
	$160
	$195
	$195
	$195
	$195
	$195
	$160
	$160
	$160

	Castlegar
	$120
	$120
	$120
	$120
	$120
	$120
	$120
	$120
	$120
	$120
	$120
	$120

	Cranbrook
	$120
	$120
	$120
	$120
	$145
	$110
	$115
	$115
	$115
	$110
	$125
	$125

	Dawson Creek
	$165
	$165
	$165
	$165
	$165
	$165
	$165
	$165
	$165
	$165
	$165
	$165

	Fort St John
	$150
	$150
	$150
	$150
	$150
	$150
	$150
	$150
	$150
	$150
	$150
	$150

	Golden
	$120
	$130
	$130
	$120
	$135
	$160
	$205
	$205
	$160
	$120
	$120
	$130

	Kamloops
	$125
	$125
	$130
	$135
	$150
	$150
	$170
	$170
	$150
	$135
	$130
	$130

	Kelowna
	$140
	$140
	$140
	$160
	$180
	$180
	$260
	$260
	$230
	$140
	$140
	$140

	Nanaimo
	$130
	$130
	$130
	$130
	$140
	$140
	$180
	$180
	$140
	$140
	$130
	$130

	Nelson
	$140
	$140
	$140
	$140
	$140
	$160
	$150
	$150
	$150
	$130
	$140
	$140

	Penticton
	$105
	$105
	$110
	$115
	$130
	$130
	$180
	$180
	$130
	$110
	$105
	$105

	Prince George
	$130
	$130
	$130
	$130
	$130
	$130
	$130
	$130
	$130
	$130
	$130
	$130

	Prince Rupert
	$115
	$115
	$115
	$115
	$135
	$145
	$145
	$145
	$145
	$115
	$115
	$115

	Smithers
	$120
	$120
	$120
	$120
	$125
	$135
	$135
	$135
	$135
	$125
	$120
	$120

	Terrace
	$145
	$145
	$130
	$130
	$130
	$130
	$130
	$130
	$160
	$160
	$130
	$130

	Vernon
	$120
	$120
	$120
	$120
	$140
	$140
	$160
	$160
	$160
	$140
	$120
	$120

	Whistler
	$230
	$230
	$220
	$150
	$150
	$160
	$200
	$200
	$150
	$140
	$140
	$230

	Williams Lake
	$115
	$115
	$115
	$115
	$115
	$115
	$115
	$115
	$115
	$115
	$115
	$115

	Other Cities Not Listed
	$135
	$135
	$135
	$135
	$140
	$145
	$155
	$155
	$145
	$135
	$135
	$135


*Brentwood Bay, Sidney, Victoria Westshore (Langford, Colwood), Central Saanich, Saanichton, Saanich, Esquimalt, Oak Bay
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	SAMPLE
Letter of Authorization for Contractors


	
	     

	
	"Date"


To:
All Authorized Province of British Columbia


Travel Industry Suppliers

Re:
     
	
	"Contract Identification Number & Brief Description of Services"

	
	

	Please be advised that:
	     

	
	"Name of Contractor"


is a contractor to the Ministry of Transportation and Transit and, as such, is permitted to use provincial government rates during the term of his/her contract as follows:

	
	     
	to
	     

	
	"Commencement Date"
	
	"Completion Date"


The contractor named above, agrees that the services or goods obtained by virtue of this letter of authorization will be used solely for services supplied to the Province of British Columbia and the cost of the service or goods will be reimbursed to the contractor by the government, at the rate(s) supplied.

Personal or other use of this letter, or services/goods provided through the use of this letter, for other than that stated in the contractor's agreement, is forbidden in accordance with the terms and conditions of the agreement.

Should you require verification of this information, or if you have any questions, please contact the undersigned

	at
	     
	

	
	"Phone Number"
	


Thank you for your co-operation.

Yours truly,

	
	     
	

	
	"Name of Ministry Contact"
	


	
	     
	

	
	"Position Title"
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	SAMPLE
SCHEDULE OF REIMBURSABLE TRAVEL EXPENSES

FOR CONTRACTORS TO FILL IN ONLINE – H1170

(http://www.th.gov.bc.ca/forms/getForm.aspx?formid=1070)


	NAME OF INDIVIDUAL CLAIMING EXPENSES:


	
	CONTRACT IDENTIFICATION NUMBER

     (  FORMDROPDOWN 
(       

	

	REASON / PURPOSE FOR TRAVEL:

	     


Transportation  (Original receipts are required unless private vehicle used, then reimburse as specified in the Schedule of Reimbursable Expenses.)

	Date (yyyy/mm/dd)
	From/To
	Km*
	Mode
	Cost – Excluding GST

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	* For private vehicle only.
	
	TOTAL – Excluding GST
	$     


Meals   (No receipts are required.  Meals are reimbursed according to rates specified in the Schedule of Reimbursable Expenses.)

	Date (yyyy/mm/dd)
	Meal (Breakfast/Lunch/Dinner)
	Cost

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     

	
	TOTAL
	$     


Accommodation
(Original receipts are required and are subject to daily maximums, as specified in the Schedule of Reimbursable Expenses.)

	Date (yyyy/mm/dd)
	City
	Cost – Excluding GST

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     

	
	TOTAL – Excluding GST
	$     


	Period Covered (From – To):      
	TOTAL EXPENSES - Excluding GST
	$     
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