[image: image1.jpg]Jom

Q@2 Northwest Territories

Protected Areas Strategy




Expense Claim Sheet 

NOTE:  All travel and accommodation expenses will be reimbursed following the Government of the Northwest Territories Guidelines.  Expenses will not be reimbursed if an individual fails to attend the meeting.  Please refer to the Guidelines on page 3 of this form for more information.

NOTE: Claim form and all accompanying receipts must be received by __________________

	Your Name:
	

	Organization: 
	

	Contact Person:
	

	Name of Meeting:
	

	Date(s) attended:
	

	Mailing Address:
	

	Phone/Fax/Email:
	


A)  Air Transportation:  (Copy of airline receipt required)
	Date:

d/m/y
	From
	To
	1 way or return
	Carrier
	Subtotals

	         
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	Paid by INAC
	Airfare Total $


	


B)  Driving Private Vehicle:

	Date:

d/m/y
	From
	To 
	Total Mileage
	X  $0.57.5
or ($0.290)
	Subtotal

	
	
	
	
	
	

	
	
	
	
	
	

	Total $
	


C)  Accommodation Expenses:  

Hotel (receipts are required)

	Hotel Name
	Date:

d/m/y
	Rate per night
	Number of nights
	Subtotal

	
	
	
	
	

	
	
	
	
	

	
Total $
	


	Private Accommodation Name

($50.00 per night)
	Date:

d/m/y
	Number of nights
	Subtotals

	
	
	
	

	
	
	
	

	Total $
	


D)  Taxi Fares: (Receipts required for all fares taken)


	Date:

d/m/y
	From
	To
	Fare Paid

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	Total $
	


E)  Per Diems – Meals and Incidentals:

*meals provided during meetings will be deducted from the allowance 

**incidentals can be claimed only if overnight stay
	Date:

d/m/y
	Location 
	Breakfast/Lunch/Dinner/Incidentals
	Daily Total - $87.75

- with incidentals $105.05

	
	
	B
	L
	D
	I
	

	
	
	$21.05
	$18.25
	$48.45
	$17.30
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	Total $
	


F)  Wage Recovery/Participation Compensation: 
	Type


	Date from

d/m/y
	Date to

d/m/y
	Subtotal

	Meeting Preparation- Up to $200/day will be paid to participants not receiving a wage or who have lost wages resulting from preparation time required for Committee or Working Group meetings.
	
	
	

	Meeting Participation- Up to $200/day will be paid to participants not receiving a wage or who have lost wages resulting from participation in Committee or Working Group meetings.  Up to $100/day will be compensated half-day meetings.
	
	
	

	Travel Days- Up to $200/day or $100/half day will be paid to participants not receiving a wage or who have lost wages resulting from travel days required to attend Committee or Working Group meetings.


	
	
	

	Reporting to Leadership/ Management- Up to $200 will be paid to participants not receiving a wage or who have lost wages resulting from reporting time required to update leadership and management at respective organizations about PAS Committee or Working Group meetings.


	
	
	

	Total $
	


TOTAL CLAIM


	A) Air Transportation Total
	

	B)  Private Vehicle Total 
	

	C)  Accommodation Total 
	

	D)  Taxi Total
	

	E)  Per Diems Total
	

	F)  Wage/participation compensation Total
	

	G) Administration Fee

(10% to be claimed by organization only when required)
	

	Grand Total (A+B+C+D+E+F+G)
	


Signature
____________________________

Date   ________________________

Expense Claim – Guidelines

Expenses will be reimbursed once the expense claim and all receipts are submitted following the meeting.  

Expenses will not be covered if an individual fails to attend ALL of the meeting.

The cost of the airline ticket will not be reimbursed if an individual travels to Yellowknife but fails to attend the meeting.

Airfare:

1. Your airline ticket and receipt must be attached. Where an electronic ticket is provided, a photocopy of the ticket is required.

2. Should you be unable to attend the meeting, notify the airline or travel agent immediately so your ticket may be cancelled.  Should a ticket cancellation result in only airline credits being granted and not a full refund, the cost of the ticket will not be reimbursed.

Per Diems:

1. The meal allowances may be claimed without supporting receipts. No additional meal costs will be covered if the cost of the meal exceeds the standard allowance.

2. If a meal is provided as part of the meeting, such as a lunch, you cannot claim for lunch on your expense form. If a meal is provided during an airplane trip, the per diem for that meal cannot be claimed.

3. Incidental costs can only be claimed when you have to stay overnight.

Taxi Fares:

1. Receipts must be provided.

Private Car Kilometer Rates:

1. Where the use of a privately owned vehicle is either the only option or the least expensive means of getting to a meeting, mileage incurred is reimbursed at an allowance of $0.605/km will be paid for travel within the NWT.

2. If the individual chooses to use his or her own vehicle when a more inexpensive mode of transportation to the destination is available, mileage incurred is reimbursed at $0.280/km for travel within the NWT.
3. If you are uncertain about your options for travel or the mileage reimbursement rate you will receive, please contact the PAS Secretariat prior to traveling.
4. Mileage incurred is reimbursed as per the following distances:

Distance from Yellowknife:


Edzo


104 km

Fort Smith

743 km


Enterprise

445 km

Hay River

480 km


Fort Liard

787 km

Kakisa

372 km


Fort Providence
314 km

Rae


108 km


Fort Resolution
628 km

Wrigley

843 km


Fort Simpson

628 km


Winter Roads – Distance from Yellowknife:


Colville Lake

1,490 km

Trout Lake

   695 km


Deline


1,196 km

Tulita


1,091 km


Fort Good Hope
1.325 km

Rae Lakes

   229 km


Nahanni Butte
   765 km

Wha Ti

   103 km


Norman Wells
1,176 km

Accommodation:

1. Should you decide to arrange for private accommodations, the allowance is $50.00/night. 

2. We are unable to cover the costs of in-room movies or mini bar expenses.

3. Only the cost of the room and taxes will be reimbursed.  No telephone calls or room service costs will be covered.

Wage Recovery/Participation Compensation:

1. The PAS does not pay honoraria for participation in meetings or associated travel.

2. The PAS will pay up to $200 to participants not receiving a wage or who have lost wages resulting from preparation time required for Committee or Working Group meetings.

3. The PAS will cover the replacement of lost wages associated with participation in Committee or Working Group meetings up to $200/day. Please only claim this wage recovery if you must take the time off work to participate. You cannot claim this wage recovery if you are receiving a salary from your employer for the days you participate in PAS business.

4. The PAS will provide compensation for participants who are not receiving a wage of up to $200/day.

5. For those who are not paid by their employer for their participation in PAS and those who do not receive a wage, travel days can be claimed at the rate of up to $200/day.  If travel takes only part of the day you will be reimbursed for only half a day up to $100.

6. For participation in Working Group conference calls, lost wages are replaced and participation compensation is paid to those not receiving a wage at a rate of up to $100 day.

7. The PAS will pay up to $200 to participants not receiving a wage or who have lost wages resulting from reporting time required to update leadership and management at respective organizations about PAS Committee or Working Group meetings.

Administration Fee:

1. Optional, and can be claimed only by an organization, not individuals.

2. Fee can be up to 10% of the total business expense claim

If you have any questions, please contact either:

Michelle Swallow





Lillith Brook
Coordinator,
 Protected Areas Implementation
Protected Areas Strategy Advisor

Environment & Natural




Indian and Northern Affairs Canada

Resources, GNWT





10th fl, Bellanca Building



2nd fl, Scotia Centre




P.O. Box 1500

P.O. Box 1320





Yellowknife, NT  X1A  2R3

Yellowknife, NT  X1A  2L9



Tel:  (867)  669-2593
Tel:  (867)  920-3179




Fax:  (867)  669-2701

Fax:  (867)  873-4229




lillith.brook@inac.gc.ca
michelle_swallow@gov.nt.ca
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