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Policy
10.0 Travel

10.0 Travel updated for new requirements of the Official Duties and Expense Regulation (BC Reg.
226/2001 as amended). The regulation covers travel expenses and allowances payable to officials for the
purpose of discharging their official duties. The significant changes are:
10.2 General – policy application and 10.4.1 Group Definitions. Introduction of an additional category,
Group IV, for officials (i.e., ministers and ministers of state, as defined by the regulation).
10.3.7 Meals / Per Diems. Group IV individuals may claim a $61 meal allowance for each day (or portion
of the day) in discharging their official duties.

17.0 Internal
Audit

17.0 Internal Audit revised for the reorganized internal audit function in government. Significant changes
are:
17.1 Objective expanded to include Cabinet and Treasury Board as key decision makers. Identifies the
corporate work plan as the major focus of internal audit effort with resources for ministry internal audit work
and internal audit investigations.
17.2 General revised for specific roles and responsibilities of Cabinet, Treasury Board, the Comptroller
General, Deputy Ministers, Ministries, and the Internal Audit and Advisory Branch (IAAS).
17.3 Policy changes require:
IAAS to provide Treasury Board with an annual assessment of risks, an annual corporate audit plan,
and an annual audit report on the implementation of audit recommendations;
IAAS to provide a deputy ministers' committee with an annual ministry-specific audit plan for approval;
IAAS to have access to broader public sector organizations as directed by Treasury Board;
IAAS to report out on investigations to the Comptroller General and the deputy minister for the
responsible ministry; and
the Comptroller General to annually summarize for Treasury Board the effectiveness of financial
management and administration across government.
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Procedures
C.14 Travel Allowances – Officials. Procedures updated for changes to the Official Duties and Expense
C
Reimbursement Regulation (BC Reg. 226/2001 as amended).
of Expenses

Thank you for visiting our web site.
If you have any comments or questions, please email us.
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10.1 Objectives
ensure effective travel management and administration, and promote economy and efficiency in the use of travel funds
support government's commitment to carbon neutral business travel by making choices that mitigate the production of
greenhouse gas emissions.
establish standards to ensure:
travel expenses are proper, reasonable and necessary for program delivery
accountability for travel claim requests and approvals, and travel emission reports and approvals
provide and promote alternatives to travel to carry out government business

http://www.fin.gov.bc.ca/ocg/fmb/manuals/CPM/10_Travel.htm[3/5/2010 10:29:36 AM]

Travel

10.2 General
Travel policy, allowances, reimbursement rates and limits are established by legislation and Treasury Board, and included in
Treasury Board Orders, collective agreements, terms and conditions of employment for Order in Council and excluded
employees, and the Official Duties Expense Regulation (BC Reg. 226/2001 as amended) for officials.
Travel policy applies to ministries, offices, special funds, accounts and appropriations as defined in the Financial
Administration Act, the Greenhouse Gas Reduction Targets Act and applies where or when travel costs are funded by, or
recovered from, outside parties. Where another government jurisdiction is reimbursing provincial employees that jurisdiction's
travel rates will be used, which may be higher (e.g., Yukon, Northwest Territories).
Travel policy applies to employees (Groups I, II, and III) and officials (Group IV) unless specifically noted. For ease of use,
the term "employee(s)" will be used throughout unless specific policy requires differentiation between employees and officials.
For the purposes of this policy, the terms "minister", "official", and "official duties" are used as defined in the Official Duties
Expense Regulation (BC Reg. 226/2001 as amended).
Whenever possible, ministers and ministries are expected to promote the spirit and intent of government travel policy by
requesting that similar policies are adopted by Crown corporations, public bodies, funded agencies and government
contractors.
Roles and Responsibilities
Employees are responsible for:
obtaining expense authority approval to travel before expenses are incurred (See 10.4.4 for officials);
certifying that their travel expense claims are correct, complete and comply with policy; and
confirming that their travel emission reports are complete and attached to their travel expense reports.
Expense authority officers are responsible for:
approving travel before expenses are incurred;
certifying that travel expense claims:
are for business purposes, appear reasonable and comply with policy;
that there are sufficient funds in the budget;
that travel related goods and services have been received; and
certifying that travel emission reports appear reasonable and are attached to employee travel expense reports.
The BC Public Service Agency establishes travel policy and negotiates reimbursement rates and limits with bargaining
units.
The Office of the Comptroller General maintains policy and establishes procedures for the administration and
processing of travel expenses, and advises ministries on travel policy and procedures.
Purchasing Services oversees accommodation rates, manages fleet vehicles, negotiates rental rates with vehicle
vendors, and supports negotiations with travel agencies.
For the purposes of travel approval in the following policies, a "director" is defined as an employee holding the title of
director, including an "executive director". A director makes travel approvals for their own staff, and directors and
executive directors seek their program area assistant deputy minister's approval regarding travel. In turn, assistant
deputy ministers seek the executive financial officer's approval regarding travel.

10.3 Policy
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10.3.1 Alternatives to Travel
Ministries must consider alternatives to travel wherever practical. Video conferencing and teleconferencing and
other methods are to be used where feasible to achieve cost savings and to mitigate the production of
greenhouse gas emissions. These can be very effective tools to bring employees and others together across the
province or country (e.g., business/project team meetings, interviews, hearings and trials, distance learning,
training and workshops).
10.3.2 Travel Approval

1. The means of travel chosen needs to be operationally feasible, cost effective and consider travel methods that will
mitigate the production of greenhouse gas emissions. Government employees are eligible for reimbursement of travel
expenses when:
trip approval is obtained (from the employee's Expense Authority) before travel expenses are incurred;
the expenses are paid by the employee while on travel status* or away from headquarters**;
claims are reasonable, properly reported and comply with established rates and allowances; and
the travel emission report is completed and attached to the travel expense report.
*Group I, II and III employees are on travel status when absent from their designated headquarters on approved
government business. This does not apply to employees who are temporarily reassigned or on field status, or on
board and lodging status.
**An employee's headquarters is his/her usual work place or normal point of assembly and the area within a 32
kilometre radius. If necessary, the director must designate a headquarters for their staff, and can also approve
changes to their staff's assigned headquarters as changes in operational conditions warrant. The designation for
directors and executive directors are made by the assistant deputy minister of the program area. The executive
financial officer must make designations for assistant deputy ministers.
The terms "travel status" and "headquarters" are not used in reference to Group IV travel policy. Travel policy
applies to Group IV during the period an official is away from home to discharge official duties.

2. Reimbursement claims require approval by the appropriate Expense Authority before they can be paid. (see Procedure
Requirements - C.1.4, C.1.5)

3. Management has the right to designate an employee's (other than officials) mode of transportation and manner of
accommodation. Other considerations must include:
the cost and efficiency of alternative transportation modes (i.e., time required to reach the destination and lost
productivity);
additional travel costs (accommodation, meals, taxi, vehicle rentals, overtime) associated with each alternative;
and
travel arrangements that mitigate the production of greenhouse gas emissions.

4. Government employees required to resource cabinet and government caucus meetings are eligible for reimbursement
of expenses.
Procedure Requirements - C.2
10.3.3 Combining Personal Travel

1. Travel that combines government and personal business must be reimbursed at the lesser of
actual transportation expenses; or
an estimate of the minimum acceptable expenses that would have been incurred if the personal travel
had not taken place.
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2. Additional expenses arising from personal extensions to business travel are the employee's responsibility.
3. Expenses for an employee's spouse or family members are not reimbursable, except:
when a spouse is formally representing the government and a written invitation has been issued to the
spouse (see also 10.4.4 and C.14.3);
travel is to a pre-retirement seminar or awards function; or
the employee is relocating (for details refer to Administration, Relocation).

4. Employees must not claim any optional payments or surcharges related to carbon offset programs administered by
travel service providers.
10.3.4 Out-of-Province/Country Travel

1. Staff (and contractor) out-of-province and out-of-country travel, including complete plans to combine personal travel,
requires prior approval of the respective director (Treasury Board Directive 4/04). Approvals for directors and executive
directors are made by the assistant deputy minister of the program area. The executive financial officer must make
approvals for assistant deputy ministers. Refer to C.2 for staff approval procedures and to 10.4.4 for approval
requirements for ministers, parliamentary secretaries, deputy ministers and ministers' office staff.

2. For out-of-province accommodation a reasonable amount must be established considering business requirements and
federal accommodation rates. For out-of-country or U.S. accommodation, employees will be reimbursed for actual
commercial accommodation expenses for the travel location up to those rates established by the federal government
through their standing offer arrangements for accommodation. (Refer to this federal accommodation site for rate
information.

3. For travel in the U.S. the Group I meal rate, Group II or III per diem allowance, or Group IV meal allowance must be
the amount claimed for BC in U.S. currency (as required by PSA Policy Statement 17. Travel, Appendix 1 sec. 8.
(1)), which will be converted to Canadian dollars, including claims for partial day travel. Meals received without charge
or paid for from public funds cannot be claimed.

4. For other foreign locations (as required by PSA Policy Statement 17. Travel, Appendix 1 sec. 9), meal rates for full
days must be calculated using the “Meal Total” rate published by the federal Foreign Affairs Department. This is then
grossed up for incidental amounts as specified in the PSA table at Appendix 1 sec 9. (1).
For partial days or for situations where meals are received without charge or paid with other public funds, the
related individual meals (using the federal Foreign Affairs Department rates) must be deducted from the full day
rates calculated above. Where the individual meal rates are not published, refer to the percentages to deduct
from the calculated full day rate specified in the PSA table at Appendix 1 sec 9. (2).
Procedure Requirements --    C.1.6 (iExpenses & foreign exchange); C.2 (Approval Requirements); C.11
(Miscellaneous Foreign Travel Expenses)
Foreign Travel Guide
10.3.5 Airfare

1. The most economical airfare for air travel considering operational requirements and options that mitigate the production
of greenhouse gases is required. This requirement may be waived in exceptional circumstances, with the prior
approval of the director. For directors and executive directors, prior approval is sought from the assistant deputy
minister for the program area. For assistant deputy ministers, it must be pre-authorized by the executive financial
officer. Officials and accompanying staff are permitted airfare upgrades to executive or business class where the inflight travel is four hours or more, and the purpose of the travel is to represent the government at a business meeting.
The upgrade for staff only applies when there is a need to conference with the official during a flight.

2. Travel loyalty program benefits, such as airline frequent flyer points that are accumulated by employees while travelling
at public expense, must not be used for personal benefit. Such benefits or discounts should be applied only against
future business travel or donated to charities associated with the program. Benefits accumulated while travelling at
public expense should not be used beyond the term of employment.
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Procedure Requirements - C.7
10.3.6 Chartered Aircraft

1. The use of a chartered aircraft by an official is permitted only when:
there is no scheduled air service available that can meet the travel requirements (timing or duration) of the
minister(s); or
the charter cost is economical as compared to the scheduled air service; and
the charter aircraft and crew meet the safety, maintenance and experience standards established by Transport
Canada for such operations.

2. The use of chartered aircraft by employees must only be approved when there is no alternative means of transportation
at a lesser cost, and within a reasonable time. The deputy minister or a delegated approval authority must approve inprovince charter flights. Out-of-province charter flights require approval in advance by the respective minister.
10.3.7 Meals / Per Diems

1. Employees are entitled to claim meal or per diem allowances not exceeding specified limits for their applicable Group.
For Group definitions refer to section 10.4.1.

2. On the date of departure, travel status must start before 7:00 a.m. to claim breakfast; before 12:00 noon to claim
lunch; and, on the date of return, travel status must end after 6:00 p.m. to claim dinner.

3. See PSA Policy Statement 17. Travel, Appendix 1 sec.1 for the applicable meal and per diem allowances for groups I,
II, and III. For Group III employees, in determining whether it is reasonable to claim a full day, half-day or other per
diem, they should consider the time spent and the number of meal periods while on travel status. Group II and III
employees are entitled to the incidental amount when no meals are claimed on travel status (refer to CPPM 10.3.11
Miscellaneous Expenses).

4. Group IV (officials) may claim a meal allowance of up to $61.00 for each day (or portion of a day) the official
discharges official duties, if the official is not at home while discharging those official duties. See the Official Duties
Expense Regulation (BC Reg. 226/2001 as amended).
Procedure Requirements - C.4
10.3.8 Mileage

1. All groups are entitled to claim a private vehicle allowance for the use of a privately owned vehicle on business travel.
For private vehicle insurance requirements, refer to 11.3.2 policy 3. Employees are expected to carpool where practical
to minimize costs and the production of greenhouse gas emissions.

2. Employees may claim the vehicle mileage allowance where they are driven to the departure location (i.e., airport, bus,
ferry or train terminal) and picked up upon return.
The portal-to-portal distance allowance (for travel to and from the employee's residence) must be authorized by the
employee's Expense Authority before expenses are incurred. The Expense Authority must consider the cost and efficiency of
alternative modes of travel before granting approval to an employee to take his/her vehicle to work for use when travel may
be required. Allowance claims for vehicle mileage must not exceed 32 kilometres per day.
Procedure Requirements - C.5
10.3.9 Vehicles

1. A government or rental vehicle should be used when public transportation is not operationally feasible or a privately
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owned vehicle is not available or economical (i.e., when daily travel exceeds 150 kilometres). A government vehicle,
where available, should be the first choice.

2. Employees renting vehicles must not purchase the Personal Accident Insurance option, as work-related accidents are
covered by WCB.

3. Employees using the corporate travel card must not purchase the Collision Damage Waiver option, as this is covered
under the travel card. However, employees renting a vehicle outside of BC and not using the corporate travel card
must purchase the Collision Damage Waiver option.
The vehicle rental rate table can be found at the Purchasing Service's site. Refer to section 11.3.4, Transportation policy, for
the use of government vehicles.
Procedure Requirements - C.5
10.3.10 Accommodation

1. Employees may use private accommodation instead of commercial accommodation and claim the private
accommodation allowance of $30.00 per night. Reimbursement for commercial accommodation within BC must be in
accordance with the hotel accommodation guide approved accommodation rates.
Accommodation expenses within BC that exceed the limits established by Treasury Board require pre-authorization
from the individual's expense authority. Amounts in excess that are considered acceptable may be determined on a
case by case basis, considering variables such as the urgency of the travel, whether travel is occurring in peak season
and if accommodations at the established limits are not available. See also the Accommodation Guidelines
(government access only).
For guidance on officials, see the Officials Duties Expense Regulation (BC Reg. 226/2001 as amended).
Procedure Requirements - C.8
10.3.11 Miscellaneous Expenses

1. Employees are entitled to claim miscellaneous travel expenses for:
ferry tolls, ferry reservation fees and highway tolls
airport improvement and security fees, Nav. Canada fees and applicable fuel charges
bus/taxi/limousine services
vehicle rental and related fuel charges
parking charges
business phone calls
charges relating to cash advances obtained with the corporate travel card
Group I employees are entitled to porterage (maximum $0.50), personal phone calls (one five-minute telephone
call home for each night away), laundry and dry cleaning (after seven consecutive days on travel status).
Group II and III employees receive a per diem that includes allowances for incidentals, such as gratuities,
porterage, personal phone calls, laundry or dry cleaning.
Group IV officials are entitled to reimbursement for actual out of pocket expenses subject to this travel policy.
See also C .9 - Miscellaneous Travel Expenses
10.3.12 Loss or Damage

1. Extraordinary losses incurred when an employee or appointee is on travel status, or while on government business,
suffers damage to personal property are reimbursable to amounts allowable under PSA Policy Statement 17. Travel,
Appendix 1 sec.12.
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Procedure Requirements – C.19.2
10.3.13 Travel Card

1. Employees must use their corporate travel card to pay for travel related expenditures and to obtain travel related cash
advances (via ATMs).

2. Employees who are eligible for a corporate travel card cannot apply for an accountable travel advance. Accountable
travel advances can only be issued to employees who are not eligible for the corporate travel card and the expense
authority authorizing the travel must approve the accountable advance. The temporary advance must be repaid or
accounted for within one week of the trip.

3. A standing accountable travel advance (issued to employees that require continuous or seasonal travel) must be
repaid at the end of the designated period.
Procedure Requirements - E.3
10.3.14 Volunteers

1. Volunteers must not use Oracle iExpenses or the SMARTTEC travel emissions calculator. Volunteer out of pocket
travel expenses will be reimbursed at the discretion of the host ministry. Meal allowances must not exceed Group I
rates.
10.3.15 Contractors

1. Contractors must not use Oracle iExpenses or the SMARTTEC travel emissions calculator. Contractors will only be
entitled to reimbursement of travel and accommodation expenses to a maximum level as specified in the contract. The
maximum level of reimbursement for meals and incidentals must not exceed the Group II per diem rates. Refer to
section 10.4.1, this chapter, for the definition of Group II.
Procedure Requirements - C.10
10.3.16 Oracle iExpenses
Oracle iExpenses is a web-based system for processing expense reports. When staff submit a claim, their electronic
signature is equivalent to certifying that the expense report is correct, complete, complies with government policy, and their
completed travel emission report is attached. The electronic signature of Expense Authority means that they agree the trip
was for business purposes, the amounts appear reasonable, and that the employee has attached a travel emission report
which appears reasonable. As well, they are certifying that there are sufficient funds in their budget and that travel related
goods and services have been received. User IDs and Passwords MUST NOT be shared. Note that officials use an electronic
travel voucher to process their claims. See C.14.6.

1. Expense authority must review and approve expense reports and travel emission reports prior to giving their electronic
authorization.

2. Travel expense receipts must ensure proof of payment and be accessible by expense authority for examination if
requested. In addition the receipts, including those for taxi and bus claims over $20 a day, and other supporting
documents must be:
filed at the location designated by the ministry chief financial officer (but not by the employee personally);
filed in an Expense Report Envelope and forwarded upon request within 5 working days to the Corporate
Compliance and Controls Monitoring Branch for verification.
The envelope must be retained as an Administrative Records Classification System (ARCS) file #1050-06. The
ARCS and the Operational Records Classification System (ORCS) support policy in this section and the need to
retain and manage records in accordance with government Recorded Information Management policy and
standards.

1. Staff who do not travel more than once a year and who have claims of less than $100 should be reimbursed by petty
cash. Staff that have regular claims for mileage must claim reimbursement through iExpenses.
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2. Under the new Management Classification and Compensation framework, only Strategic Leadership positions may use
a delegate. Formerly classified Management Level 7 or higher positions using delegates may continue to do so.
Delegates must not have an alternative delegate substituting for their leave or vacation period. Deputy minister
expense reports are to be routed to the EFO or CFO who will act as expense authority for approving these reports.

3. All iExpenses users must complete any outstanding processing, and take appropriate action on any notifications, prior
to transfer or termination. Ministry signing authority officers must be kept informed of any changes to prevent delays
and errors when an expense authority departs prior to completion of processing.
Procedure Requirements - C.1.6
10.3.17 Direct Invoicing

1. Airfare, except in an emergency or extenuating circumstances, must not be paid by the employee but billed directly to
the ministry (GST-exempt). For officials see C.14.8.
Procedure Requirements - D.7
10.3.18 SMARTTEC Travel Emissions Calculator
SMARTTEC is a web-based tool for employees to use to calculate, track and report greenhouse gas emissions for business
travel (i.e.: when on travel status or 32 kilometres or more outside of their designated headquarters, as defined by policy
10.3.). In advance or on trip completion, an employee or a delegate enters traveller information for the mode of travel (e.g.:
type of flight, vehicle or ferry) and accommodation to calculate trip emissions.

1. The travelling employee must confirm and submit their final SMARTTEC travel emission report, whether data entry is
by a delegate or the employee. When a report is finalized a confirmation e-mail and PDF file is sent to the traveller's
mailbox.

2. The PDF file must be attached to the traveller's related iExpenses expense report (or manual FIN 10 Travel Voucher)
for Expense Authority review and approval before payment can be authorized.
Procedure Requirements - C.1.7
Additional guidance on the use of SMARTTEC is provided at: Where green ideas work. This site is available to Government
of British Columbia intranet users only. For Tier 1 help desk queries on SMARTTEC contact 387-7000 or e-mail:
77000@gov.bc.ca.
10.4 Information and References
10.4.1 Group Definitions
Employee Group definitions for travel entitlements pursuant to Treasury Board Order #88, as amended, and the Official Duties
Expense Regulation (BC Reg. 226/2001 as amended) are as follows:
Group I
employees who are members of the British Columbia Government Employees' Union (BCGEU), the Professional
Employees Association (PEA), British Columbia Nurses Union (BCNU), Union of Registered Psychiatric Nurses of
British Columbia (URPNBC), and Excluded Administrative Support Staff as specified on Schedule A of the Personnel
Management Policies and Procedures manual, chapter 4.5;
persons outside the government service such as employees appointed to boards, commissions and agencies in
bargaining unit classifications, or persons performing equivalent administrative or technical support functions, plus
persons on miscellaneous payroll;
order in council appointees not specifically included in Groups II or III; and
other employees or persons not specifically included in Groups II or III.
Group II
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persons whose positions are classified under the: Management Job Evaluation Plan, Levels 1 through 8; Legal Officer
Classification Plan; Legal Counsel Classification Series; or Salaried Physician Classification Plan; and
persons appointed to part or full-time positions as members or managerial employees on boards, commissions or
agencies.
Group III
persons with the status of deputy minister or assistant deputy minister or equivalent status (positions classified at
levels 9 through 12 of the Management Job Evaluation Plan); and
a person appointed to the position of chief provincial court judge, associate chief judge or as part or full-time provincial
court judges.
Group IV
officials as defined by the Official Duties Expense Regulation (BC Reg. 226/2001 as amended); and
a personal attendant where a physically disabled official requires an personal attendant in order for the official to travel
to discharge official duties. The application of Group IV rates to a personal attendant is limited to transportation, meals,
accommodation and out of pocket expenses necessarily incurred for the purpose of this travel. A personal attendant
can be a spouse.
10.4.2 iExpenses Information
Information, training and guidance on how to use iExpenses are detailed on the CAS intranet site, iExpenses Services. This
information is available to Government of British Columbia intranet users only.
10.4.3 Discount Lodging and Travel Tips
Purchasing Services provides a list of lodgings and travel tips for employees on business travel. A number of properties offer
discounts on room rates. These are listed by city or town on the Business Travel Accommodation Listings site.
10.4.4 Minister Out-of-province/country Travel
Approval for out-of-province and out-of-country travel is delegated as follows. A Travel Authorization Form FIN 99
(government access only) is required:
Traveler
Minister (out-of-country)**
Minister (out-of-province)
Parliamentary Secretary
Minister's Office Staff
Deputy Minister (out of province)
Deputy Minister (out of country)
*
**

Approved By*
Premier
Minister
Minister
Minister
Deputy Minister
Minister

This authority cannot be delegated to a subordinate.
Ministers should submit a request for approval of their out-of-country travel plans not less than four weeks in advance
of finalizing such plans. The request for authorization should be directed to Executive Branch, Office of the Premier.

The spouse of a minister may fly at government expense only when formally representing the government at a protocol
related function and a written invitation has been extended to the spouse by the government or when acting as a peronal
attendant where an official has a physical disability. Guests of ministers may fly at government expense only when the guests
are traveling on government business. Minister allowances are outlined in the Official Duties Expense Regulation (BC Reg
226/2001 as amended).
Procedure Requirements - C.14
10.4.5 Appointees to Crown Corporations, Agencies, Boards, Commissions and Administrative
Tribunals
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For policy on travel expense reimbursement for appointees to crown corporations, agencies, boards, commissions and
administrative tribunals refer to TBDs 1/08 and 2/07. All appointees (including those receiving no compensation) incurring
transportation, accommodation, meal and out-of-pocket expenses in the course of their duties as members of a crown
corporation, agency, board, commission or administrative tribunal will be reimbursed in accordance with Group II rates. Rates
of reimbursement for travel-related expenses are established by Treasury Board Order #88. At the discretion of the minister,
airline costs incurred by agency, board or commission appointees may be directly billed to the Province.
Procedure Requirements - C.20
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17.1 Objective
The objective of the internal audit function is to work co-operatively with Executive Council (Cabinet) and Treasury Board, a
committee of Cabinet, as well as senior ministry management and staff across government to improve the economy,
efficiency, effectiveness, and accountability of public sector programs and operations. The scope of work of the internal audit
function is to determine whether the governance, risk management and internal control processes, as designed and
represented by management, are adequate and functioning in the following manner:
risks to achieving government's goals are appropriately identified, managed and effectively controlled;
programs and operations are delivered in an efficient and effective manner, and government goals and objectives are
achieved;
adequate information is provided to Cabinet, Treasury Board and senior ministry management, as well as their staff to
facilitate effective decision making and accountability;
ethical conduct and sound business practices are supported and promoted;
legislative, regulatory or contractual requirements are recognized and met; and
government assets are safe guarded.
While the majority of internal audit effort is focused on the corporate internal audit work plan, a portion of internal audit's
resources is directed at a ministry-specific internal audit work plan. In addition, internal audit investigates allegations of loss
and inappropriate or illegal activity in government.

17.2 General
Internal auditing is an independent, objective assurance and consulting activity designed to add value and improve the
government's ability to meet its service goals and objectives. It uses a systematic and disciplined approach to evaluate and
recommend improvements in the effectiveness of risk management, internal control, decision support and governance
processes.
The internal audit function does not relieve ministry management of responsibility to establish and support an adequate
internal control environment within their organization. It is ministry management's responsibility to plan, organize and direct
the undertaking of sufficient controls to provide reasonable assurance that government goals and objectives will be
accomplished in the most effective, efficient and economical manner.
Authority and Responsibility
The authority to undertake internal audits is derived from sections 4, 8 and 9 of the Financial Administration Act.
Responsibility for the internal audit function within government has been delegated to the Office of the Comptroller General
(OCG) and is administered by the Internal Audit and Advisory Services Branch (IAAS).
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Cabinet:
receives through Treasury Board, a presentation from IAAS on risks to the achievement of government's goals
provides guidance to Treasury Board on its priorities to assist IAAS in developing the Annual Corporate Audit Plan
receives through Treasury Board an Annual Corporate Audit Plan which responds to guidance provided
approves the Annual Corporate Audit Plan
receives through Treasury Board copies of all corporate and ministry audit reports prepared by IAAS, other than ad
hoc and forensic audit reports
endorses Treasury Board recommendations for actions required to address significant issues arising through the
corporate audit reports
receives through Treasury Board an annual report indicating the status of implementation of recommendations
Treasury Board:
provides direction to IAAS on Cabinet's guidance, for inclusion in the annual audit planning process
receives the Annual Corporate Audit Plan prepared by IAAS based on direction received
receives all audit reports prepared by IAAS, other than ad hoc and forensic audit reports, and makes specific
recommendations to Cabinet on actions arising from the audit reports
directs IAAS, through the Comptroller General, to examine and report on whether public money, as defined in the
Financial Administration Act, has been disbursed for the purpose intended, and to examine the financial management
of government corporations
receives an Annual Report from the Comptroller General which summarizes the effectiveness of financial management
and administration across government
Comptroller General:
responsible for providing an effective Internal Audit function for government
directs IAAS to examine the disbursements of public monies and the financial management of government
corporations, as requested by Treasury Board
directs IAAS to investigate and monitor loss incidents in government, where appropriate
provides an Annual Report to Treasury Board which outlines recommendations for improvements to financial
management across government
Deputy Ministers:
provide input into the annual corporate risk assessment and audit planning processes
a committee of deputy ministers will be established to review an Annual Audit Plan for ministry-specific projects arising
from the annual risk assessment. This committee will also receive copies of all ministry-specific audit reports
receive copies of corporate audit reports that impact their organization
will provide timely responses to corporate or ministry-specific audit reports that involve the deputy minister's
accountability
Ministries:
provide input into the annual risk assessment process and audit planning process
request IAAS to perform ad hoc services
report significant loss incidents, including suspicions of illegal activity, to the Comptroller General
Internal Audit and Advisory Services Branch (IAAS):
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provides an independent and objective assessment of the operations of ministries, agencies, boards and commissions
and advises on improvements resulting from internal audit activities
provides a continuum of services ranging from assurance regarding the effectiveness of internal controls and
compliance to comprehensive assessments of program performance and information systems
provides ongoing support and advice to ministry management through the conduct of special investigations,
performance reviews and consulting services that support core activities

17.3 Policy
1. Internal Audit and Advisory Services (IAAS) will exclusively provide the internal audit function within government.
2. IAAS will provide Cabinet through Treasury Board an annual assessment of risks to the achievement of government's
goals.

3. IAAS will provide Cabinet through Treasury Board an annual corporate audit plan.
4. IAAS will prepare, for a committee of deputy ministers' approval, an annual ministry-specific audit plan.
5. IAAS will be given direct and ready access to all ministry functions, records, reports, files, contracts, vouchers, and
other documents, as well as people or premises, as they consider necessary, for the proper conduct of their audits.

6. As directed by Treasury Board, IAAS must be given unrestricted, direct and ready access to all functions, records,
reports, files, contracts, vouchers, other documents, people or premises of organizations in the broader public sector.

7. At the conclusion of every investigative assignment, IAAS will issue a written report to the Comptroller General and the
deputy minister for the responsible ministry.

8. IAAS will submit an Annual Report on the implementation of audit recommendations to the Cabinet, through Treasury
Board, for their consideration.

9. The Comptroller General will submit an Annual Report to Treasury Board which summarizes the effectiveness of
financial management and administration across government.

17.4 Information and References
More information on IAAS can be obtained via OCG's intranet address: http://gww.fin.gov.bc.ca/OCG/ocg.stm. This site is
limited to users that have Government of British Columbia intranet access only.
All readers can obtain additional information through the IAAS internet site or by contacting IAAS at 250 387-6303

http://www.fin.gov.bc.ca/ocg/fmb/manuals/CPM/17_Internal_Audit.htm[3/5/2010 10:29:53 AM]

Reimbursement of Expenses Procedures

C. Reimbursement of Expenses Procedures

C.1 Travel Expenses
C.2 Approval Requirements
C.3 Travel Voucher (FIN 10)
C.4 Rates and Reimbursement
C.5 Vehicle Travel
C.6 Ferry Travel
C.7 Air Travel
C.8 Accommodation
C.9 Miscellaneous Travel Expenses
C.10 Contractor's Travel Expenses
C.11 Travel Expenses in Foreign Locations
C.12
C.13
C.14
C.15
C.16
C.17
C.18
C.19
C.20
C.21

Job Interview and Post-Interview Expenses
Board and Lodging Expenses
Travel Allowances – Officials
Travel Allowances – Parliamentary Secretaries and Designated Members
Relocation Allowances
Business Meeting and Protocol Event Expenses
Remuneration for Appointees to Crown Corporations, Agencies, Boards, Commissions and Administrative Tribunals
Miscellaneous Expenses
Childcare Expenses
Reimbursement of Incidental Expenses

C.1 Travel Expenses
Core Policy - 10.0
C.1.1 General
C.1.2 Reasonable Accommodation
C.1.3 Commercial Transportation Charges
C.1.4 Account Verification Process
C.1.5 Account Verification by the Expense Authority Officer
C.1.6 Oracle iExpenses - Travel Claims
C.1.7 SMARTTEC Travel Emission Calculator - Reports

C.1.1 General
1. All expenses associated with travel must be paid by the employee travelling except for airline tickets and some taxi
billings. It is strongly recommended that government employees apply for a travel card to pay travel and other
approved expenses and to obtain business travel cash (see E.3 for Travel Card procedures). See C.14.8 for officials.

2. Original receipts and invoices (where required by travel policy) with proof of payment must be attached; however, in
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extenuating circumstances, copies may be certified as originals.

3. Travel claims and travel emission calculator reports should be completed and submitted within one week of returning
from travel status or at least monthly if on extended travel status.

4. Claims for less than the allowable amount are permitted. A brief note should be attached to show the employee is
aware of the undercharge.

C.1.2 Reasonable Accommodation
1. The Public Service Act directive on Employment Equity requires managers to provide reasonable accommodation for
persons protected under the Human Rights Act.

2. Policies requiring less costly travel alternatives still apply. However, once a decision is made that a person with a
disability is required to travel reasonable accommodation should be provided to minimize any disadvantage the
individual might experience as a result of the disability.

3. Persons with disabilities who travel or attend meetings on government business may have special needs. Each deputy
minister or delegate may issue special travel authorization, specific to the needs of the individual who has a disability,
to enable full reimbursement of additional expenses incurred as a result of reasonable accommodation. For example, a
person with a disability may need to pay a hotel rate exceeding the government rate where rooms available are not
sufficiently accessible, or an employee who is deaf may require an interpreter at meetings. The accommodation need
not be limited to expenses that normally require receipts. Incidental, meal and local transportation expenses may need
to be increased to offset the additional costs. See Official Duties Expense Regulation (BC Reg. 226/2001 as amended)
for information on officials with physical disabilities.

4. Exemptions to the financial policy should be based upon communication between the employee and supervisor with
the advice where required of health professionals and human resource/employment equity staff. Managers will exercise
judgement in recommending exceptions to financial policy.

C.1.3 Commercial Transportation Charges
Core Policy - 10.3.2
When management designates transportation by commercial carrier(s) and the employee/appointee requests and receives
authority to use their private vehicle instead, reimbursement will be based on the lesser of:
the distance allowance for the private vehicle (including any toll charges), or
the designated commercial carrier(s) cost for the trip.
No meal, accommodation, travel time or any other expenses will be reimbursed beyond the transportation costs.

C.1.4 Account Verification Process
Core Policy - 10.3.2.2

1. The account verification process can be tailored to reflect the risk level of the travel reimbursement claims under
review. All high-risk transactions must be subjected to a review of all relevant aspects of the transaction, including a
review of the original receipts.

2. For low-risk travel reimbursement claims, the expense authority officer can conduct a "reasonableness check" to
review only the most relevant aspects of each selected transaction (i.e., the payee is entitled to or eligible for the
payment, the amount being reimbursed is reasonable in relation to the travel itinerary, the transaction is accurate and
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completed correctly, and complies with travel policies and procedures).

3. Definitions of Risk:
High-Risk - transactions with the following criteria would be considered high-risk: highly sensitive transactions, for
example travel claims that are likely to be the subject of Freedom of Information (FOI) or Public Accounts Committee
requests (Groups III and IV), out-of-province travel, non-employee/contractor travel expenses, etc. This category could
also include travel reimbursements of large dollar amounts or travel claims that are considered highly error prone (i.e.,
ministries are familiar with the current error rate from particular branches/offices).
Low-Risk - transactions with the following characteristics would be considered low-risk: transactions that are not
sensitive in nature, or have a low error rate with a low dollar value impact of error (typically low to medium dollar
value, i.e., routine travel reimbursement claims).

C.1.5 Account Verification by the Expense Authority Officer
Core Policy - 10.3.2.2

1. The expense authority officer will determine the level of assurance review they will perform on each electronic travel
voucher form received. Additionally, the expense authority officer can determine, by inspection, whether the travel
claim appears out-of-line and warrants a more thorough review.

2. Where necessary and appropriate, the expense authority officer will retrieve the corresponding travel envelope
containing the original receipts for review purposes (the travel envelope and the electronic transmission are identified
by the Control Number).

3. Errors, omissions or questions can be documented in a comment section on the e-form, and routed back to the
employee for clarification, correction and resubmission. As the e-form information is locked, only the employee can
make any changes to the information online (i.e., the signing authority officers cannot alter the document in any way).

4. Once expense authority has formally certified correct the electronic travel voucher, the e-form is routed electronically
for payment.

C.1.6 Oracle iExpenses – Travel Claims
General
Core Policy - 10.3.16

1. To claim travel expenses, employees must use iExpenses. In the rare case that employees do not have access to a
computer, such as field or seasonal staff, it is acceptable to use a travel voucher. See C.14.6 for officials.

2. For post audit purposes, expense authority officers should indicate on the electronic form that they are aware of or
have approved any special arrangements.

3. Other iExpenses policy:
Reason for travel or justification must be completed on the iExpenses form to indicate to an expense authority
where the traveller went and/or the purpose of the trip.
For expense report preparation, under the new Management Classification and Compensation framework, only
Strategic Leadership positions may use a delegate. Formerly classified Management Level 7 or higher positions
using delegates may continue to do so. Delegates must not have an alternate delegate substituting during their
leave or vacation periods.
Relocation expenses are to be processed using the FIN 10 Travel Voucher form.
Foreign Exchange on Travel Expenses
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Core Policy - 10.3.4

1. Each receipt and/or allowance is to be converted to Canadian funds. Actual exchange rates charged on supporting
documentation (e.g. travel credit card statements, currency exchange slips) should be used, if available. Use of the
travel credit card exchange rate is the preferred option. Several rates in one currency should be averaged.

2. When the travel credit card exchange rate is not available, the currency converter at:
http://www.oanda.com/converter/fxhistory should be used to obtain average historical exchange rates for currency pairs
for the range of dates travelled. Key in the dates travelled, select the foreign currency to convert and Canadian dollars,
and then select the “Typical credit card rate plus 2%” from the “Interbank rate” drop down box. Generate the
conversion table, and then use the “Average rate” for the trip to convert the foreign currency to Canadian funds.

3. Refer to C.11 Miscellaneous Foreign Travel Expenses for additional reimbursement items.

Completion of iExpenses Claims for Foreign Travel
Claims for Expenses in US Funds

4. Obtain the US exchange rate (using the travel credit card exchange rate where available, or the “Average rate”
determined from the currency converter, above 2.) for US receipts, and any BC meal or per diem claim in US dollars
while travelling in the U.S.A. Convert to the Canadian dollar equivalents, claim the amounts in iExpenses and specify
the US exchange rate used. (e.g.: converting US$ to CDN$ when the US$ is at say, a 1.20 average rate, and a US
expense was $500 would mean a converted amount of $600 CDN expenses (500 x 1.20)).
Claims for Expenses in Other Foreign Funds

5. Obtain the foreign exchange rate (using the travel credit card exchange rate where available, or the “Average rate”
determined from the currency converter, above 2.) for all foreign receipts and meal or per diem claims for each foreign
country. Convert to the Canadian dollar equivalents, claim the amounts in iExpenses, and specify the foreign
currencies (e.g.: European Euros, Japanese Yen, Chinese Yuan) and the exchange rates used.
Foreign Travel Guide
Refer to the CAS iExpenses User Guide, Section 4 for complete information on processing expense reports.
C.1.7 SMARTTEC Travel Emission Calculator - Reports
Core Policy - 10.3.18
To use SMARTTEC to calculate travel emissions:

1. Log on to the SMARTTEC calculator via the government intranet site: Where green ideas work.
2. Enter all employee travel information in the fields provided:
Purpose of Travel (e.g.: specific trip information, training/conference and date);
Travel Mode, Dates, From/To locations, Distances (where not pre-populated) and the Return Trip
(as applicable);
Accommodation, Dates, City/Other locations and the Accommodation Provider.

3. In a carpool or ride-sharing trip, only the claimant of the private vehicle allowance, rental vehicle
expense, taxi or limousine fare is required to complete the related travel emission report for the vehicle
emissions. In all other cases, each traveller is required to complete an emission report for the mode of
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travel (i.e. by air, bus, ferry, etc.).

4. Save the draft or complete a final report.
5. When the travel emission report is finalized, the traveller will receive an automated e-mail of the
SMARTTEC PDF report with travel details, emissions in KgCO2e, and a confirmation number for the trip.

6. Note: the PDF report needs to be saved using the pre-assigned name/confirmation number before it can
be attached electronically to the traveller's iExpenses report (or printed for attachment to a manual FIN 10
Travel Voucher).

7. Attach the final SMARTTEC PDF report(s) with the confirmation number(s) to the iExpenses report (or
manual FIN 10 Travel Voucher) for the related travel.

8. Refer to the government intranet site: Where green ideas work for additional information and guidance on
the SMARTTEC application. For Tier 1 help desk queries contact 387-7000 or e-mail: 77000@gov.bc.ca.

C.2 Approval Requirements
Core Policy - 10.3.2; 10.3.4
Every employee requesting approval for out-of-province/country travel will complete form FIN 99 in full. For staff (and
contractor) out-of-province/country travel approval requirements, refer to Core Policy 10.3.4.1. Individual ministries may
require higher approval in addition to director approval for their staff. Employees need to ensure they obtain the appropriate
level of ministry approval prior to out-of-province or out-of-Canada travel.
The employee requesting reimbursement for out-of-province or out-of-Canada travel will attach copies 1 and 2 of the
approved TB/FIN 99 to their travel claim.

C.3 Travel Voucher (FIN 10)
A travel voucher form (FIN10) is used to reimburse employees who do not have access to a computer (such as field or
seasonal staff) for travel related expenses incurred while travelling on government business; otherwise use Oracle iExpenses
for travel claims.
The travel voucher form can also be used as an invoice to reimburse employees for other related expenses (e.g., relocation
allowances, etc.). Different STOBs may be used for allocating costs as applicable.
The expenses and allowances claimed on a travel voucher are used to pay back an accountable advance where an advance
has been approved and issued; a cheque is generated only for the balance due to the employee.
Attach all Out-of-Province Travel Approval forms FIN 99, relocation forms and any other required documentation.
Travel Vouchers must be legible;
If handwritten use black or blue ink;
To make corrections, strike a line through the incorrect information and write/type the correct information above. Do
not obliterate the incorrect information or use correction tape or fluid;
Initial changes where changes are made to Box X, Y, Z or Field 54; and
Attach receipts in the same order that the travel is listed on the travel voucher form.
Supplementary Claims
Claims for expenses under-claimed or overlooked are to be supported by a photocopy of the original travel voucher.
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Claims arising from a contract settlement do not require photocopies of original travel vouchers. The retroactive
supplementary claim should show:
Document numbers of all original travel vouchers for which a retroactive claim is being made;
Number of breakfasts, lunches and/or dinners X the meal differential amount; distances previously claimed X
change in distance allowance rate; and/or number of other travel allowances X rate change; and
Total supplementary claim.
Foreign Exchange on Travel Expenses
Core Policy - 10.3.4

1. Actual exchange rates charged on supporting documentation (e.g. travel credit card statements, currency exchange
slips) should be used, if available. Use of the travel credit card exchange rate is the preferred option. Several rates in
one currency should be averaged.

2. When the travel credit card exchange rate is not available, the currency converter at:
http://www.oanda.com/converter/fxhistory should be used to obtain average historical exchange rates for currency pairs
for the range of dates travelled. Key in the dates travelled, select the foreign currency to convert and Canadian dollars,
and then select the “Typical credit card rate plus 2%” from the “Interbank rate” drop down box. Generate the
conversion table, and then use the “Average rate” for the trip to convert the foreign currency to Canadian funds.

3. Refer to C.11 Miscellaneous Foreign Travel Expenses for additional reimbursement items.
Completion of Travel Voucher Claims for Foreign Travel
Claims for Expenses in US Funds

4. Enter the actual US dollar cost and "US" in the appropriate block for each expense incurred in US funds. Also enter
"US" after any BC meal or per diem claim in US dollars while travelling in the USA.

5. Make one claim for US exchange (using the travel credit card exchange rate where available, or the “Average rate”
determined from the currency converter, above 2.) and enter the difference as a claim in the Miscellaneous Cost
column on the last day claimed on the voucher. Show the average exchange rate used and the total US amount in the
miscellaneous description column. (e.g.: converting US$ to CDN$ when the US$ is at say, a 1.20 average rate for the
trip, and total US expenses were $2,000 would mean a foreign exchange claim of $400 CDN in miscellaneous
expenses (2,000 x 1.20 -2000)).
Claims for Expenses in Other Foreign Funds

6. Each receipt and/or allowance is to be converted to Canadian funds. Obtain the exchange rate (using the travel credit
card exchange rate where available, or the “Average rate” determined from the currency converter, above 2.) for each
foreign currency.

7. Show each expense incurred in a foreign currency in the appropriate block of the Travel Voucher (e.g.:European
Euros, Japanese Yen, Chinese Yuan), along with its Canadian dollar equivalent (using the travel credit card exchange
rate where available, or the “Average rate”). More than one line may be used for each day's expenses. Mark the
Canadian dollar equivalent CDN.

8. Show the average exchange rate used for each foreign currency in the miscellaneous description column, and include
only amounts marked CDN when totalling daily claims.
Foreign Travel Guide

C.4 Rates and Reimbursements
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Part Day Travel Status - Group I and Group II
Travel status begins and ends at the designated departure and return locations; these may be the employee's headquarters,
personal residence, or other points of assembly as designated by an expense authority.

1. On the day of departure, unless a line authority (with authority or approval for such expense) has scheduled travel
status to commence before the meal period ends, employees are on personal time during their meal period and are
not entitled to the allowance for that meal.

2. On the day of return, unless travel status ends after the meal period begins, employees are on personal time during
their meal period and are not entitled to the allowance for that meal.
Claiming Higher Per Diems (Group I and II Employees)
Where Group I and II employees/appointees are required to attend a government function with the minister, parliamentary
secretary, deputy minister or associate deputy minister, a higher per diem or meal rate (Group II or III) may be authorized for
the duration of the function. The executive financial officer must approve the higher limits.
Meals Inside Headquarters

1. Meal expenses incurred inside headquarters (within a 32 km radius) due to job responsibilities will be reimbursed as
follows:
Group I - as per the applicable collective agreement or terms and conditions of employment (if a travel meal
allowance is claimed, an overtime meal allowance may not be claimed for the same meal period);
Group II - meal expenses incurred within headquarters or geographic location due to job responsibilities are
reimbursed in accordance with PSA Policy Statement 17. Travel, Appendix 1 sec.1 (6);
Group III - for the actual meal expenses incurred; and
Group IV - officials are not designated a headquarters. No additional claims above his or her daily meal
allowance can be made.

2. Claims must be submitted on a memorandum justifying the expenditure and processed by cheque requisition form.
3. It is not the intention to provide meal expenses where employees can be reasonably expected to provide their own
meals or where they are not entitled by a collective agreement. Meals considered as a business expense are an
exception to the above and should be claimed on a Business Expense Approval (BEA) form.

C.5 Vehicle Travel
C.5.1 Private Vehicle Damage Reimbursement
C.5.2 Rental/Government Vehicles
C.5.3 Bus and Taxi Charges

C.5.1 Private Vehicle Damage Reimbursement
Core Policy - 11.3.2
Note: This section will not apply where a court holds that the employee/driver of the vehicle is guilty of wilful, wanton or gross
negligence.
Claims Procedures
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1. Employees are required to provide the following documentation, if applicable, in support of their claim:
a covering letter outlining the circumstances of the damage, signed by the employee and by the employee's supervisor
to verify the use of the vehicle on government business;
a copy of the police report, if applicable;
copy of the employee's insurance documents (Owner's Certificate(s) of Insurance; a copy of ICBC repair estimate, or if
ICBC coverage did not apply, copies of estimates from two (2) repair shops;
a copy of the receipt for repair, if not repaired through ICBC; and
a copy of the receipt for payment of the deductible portion of the loss.

2. Claims are sent to the Manager, Claims Administration, Risk Management Branch, Provincial Treasury for review.
3. Risk Management Branch (RMB) adjudicates the claim on behalf of ministries. It will not pay the claim.
4. After reviewing the claim, RMB sends a letter to the supervisor of the employee making the claim informing the ministry
of its decision and authorizing the payment amount.

5. Ministries will inform RMB, in writing, of the final disposition of the claim (the amount and date of the payment to the
employee).

6. RMB provides each ministry with an annual summary of the number and type of claims filed and the amount
requested; and the number of such claims accepted/rejected and the final amount paid for each claim.
Payment Procedures

1. Claims for vehicle loss(es) are processed by cheque requisition with a copy of the adjudication letter from Risk
Management Branch and applicable receipts as supporting documentation. The claim will be authorized by the
employee's supervisor (with expense authority).

2. The expense is charged to STOB 7055, using supplier code 025726. This expense is not a taxable benefit.
C.5.2 Rental/Government Vehicles
Core Policy - 11.3.5

1. Cargo Insurance or Personal Effect Insurance will not be purchased and will not be reimbursed. Employees are
expected to follow prudent measures to protect government property while in their possession.

2. Where air travel to a US destination is not a viable option, it may be appropriate to rent a vehicle under the terms of a
standing agreement as the risk exposure is higher in using a government, rather than a rental vehicle to travel to the
US. The rental agency must be advised that the vehicle will be taken out of the province.

C.5.3 Bus and Taxi Charges
Core Policy - 10.3.16.2

1. Claims for taxi costs while travelling on government business will be reimbursed when other more economical means
of transportation are either unavailable or unsuitable (e.g., public transit).
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2. Employees can direct bill taxi costs while travelling on government business, if authorized to do so; however, they must
not claim these costs for reimbursement. As government is GST-exempt, GST on direct billed taxi invoices cannot be
paid.

3. Ministries must consider the following criteria with respect to authorizing employees to direct bill for taxi transportation:
frequency of travel on short notice;
availability of alternative methods of financing short-term travel (i.e., government approved travel card, etc.); and
the cost of introducing additional administrative controls to ensure that duplication of charges do not occur.
Ministries must maintain:
a listing of those positions authorized to charge for taxi transportation while travelling on government
business; and
a description of the methods and procedures implemented to ensure that duplicate payments are
prevented and that direct billings from taxi companies include only authorized taxi expenses.

4. Tips identified separately on taxi receipts (including direct billings) cannot be reimbursed as they are considered a
personal expense at the discretion of employees and officials and not an expense of government (see also C.9 on
gratuities).

C.6 Ferry Travel
Core Policy - 10.3.11.1

1. Claims for the full cost of ferry travel will be reimbursed and receipts for vehicles are required. The cost of a ferry
stateroom must be reimbursed only if it is used for overnight travel. Reimbursement for daytime use must have written
approval from the expense authority. If used for overnight accommodation, enter the cost in the "Accommodation
Costs" column of the travel voucher.

2. Receipts state the type of ferry travel used such as ALT (assured loading), COMM (commuter loading) and SCRIP
(pre-paid tickets for commercial vehicles). Where these types of pre-paid tickets are used, enter the appropriate
abbreviation in the "Bus/Taxi/Air/Ferry Costs" column of the travel voucher form (receipts are required as supporting
documentation).
Assured Loading Tickets
ALTs should only be used if necessary, as they cost more than regular fares. They must not be used where paying the
regular fare will maintain your business schedule. See BC Ferries' website for ALT information.
BC Ferries Reserved Boarding
Information on reservations may be located on BC Ferries' website.
Employees are responsible for the costs associated with cancellations, except in exceptional circumstances (i.e., they are
involved in a traffic accident en-route). In such an exceptional circumstance, expense authority approval is required.
Please note that as the reservation service costs more than a regular fare, a reservation is only to be made during peak
travel periods. Employees must have a valid business reason for requiring a reservation.

C.7 Air Travel
Core Policy - 10.3.5

1. Ministry expense authority officers may require the passenger copy of the air ticket to be attached to the travel claim.
Indicate on the travel voucher form if QuickTickets or government air is used.
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2. Employees/officials/appointees are not authorized to fly private or personally rented aircraft on the employer's business
(travel expenses, air travel insurance, Workers' Compensation Board coverage, etc. would not apply during this or any
unauthorized travel).

3. GST will not be reimbursed to travellers who pay for airline tickets using their travel card or personal credit card,
except in an emergency situation (i.e., they were stranded away from home). Air travel must be billed directly by
vendors to ministries or paid using a Business Transaction Account (BTA) or the Purchasing Card (see the Purchasing
Card Manual on airfare purchases).

4. For all groups, the airport improvement fee (including GST) may be claimed for travel on government business.
Employees may claim the fee as a miscellaneous expense, with the original receipt attached as supporting
documentation.

5. Fees assessed by a travel agency will depend on the volume, type of travel and payment method used.
To minimize travel agency fees, it is recommended that ministries/offices book directly with the air carrier for common short
haul flights (i.e., harbour to harbour, Victoria airport/Vancouver airport, etc.), if the trip is not part of a larger trip itinerary.

C.8 Accommodation
Core Policy - 10.3.10

1. Original hotel/motel receipts must be attached to the travel voucher. An employee must declare that "SINGLE RATE
ONLY IS CLAIMED," in cases where the hotel/motel receipt shows that more than one person occupied the room.

2. The following are acceptable for proof of hotel/motel costs:
original copy of credit card flimsy along with hotel folio;
charge card impression on hotel folio
zero balance on hotel folio;
"PAID" entered on hotel folio by hotel staff, or
a receipt stating "received from (name), in the amount of $(amount), room rental from (date) to (date)."

3. Additional costs for the use of a kitchen unit in a hotel/motel cannot be claimed.
4. Travelling employees are responsible for cancelling hotel reservations in time to avoid "no show" charges; government
pays these charges where the employee has no control over the circumstance and is not at fault. The expense
authority officer must decide if an employee should be held personally responsible for the charges.

C.9 Miscellaneous Travel Expenses
Core Policy - 10.3.11
Laundry and Dry Cleaning
Groups I and IV are eligible to claim laundry and dry cleaning expenses. They should be claimed in the "Miscellaneous"
column of the travel voucher. All laundry expense claims must have receipts detailing items cleaned and costs. Laundry and
dry cleaning expenses for Groups II and III are included in items covered by the incidental expense portion of their per diem.
See PSA Policy Statement 17. Travel, Appendix 1 sec. 7.
Note: The $30 per day lodging allowance is to help defray the added costs, including laundry, to the householder when
accommodating a guest. No additional laundry claims will be accepted unless the amount was paid to a company normally in
the business of supplying laundry or dry cleaning services.
Business Expenses
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Business meeting expenses (to any value provided that the appropriate coding and expense authority are affixed) may be
claimed on a travel voucher if incurred while an employee is on travel status. See C.14.5 for information for officials.
If business meeting expenses are claimed by Groups I, II, or III by cheque requisition (STOB 6531) while on travel status,
then the cheque requisition must be cross referenced to a travel voucher. If travelling out of province, the travel voucher must
be cross referenced to the cheque requisition.
Gratuities
Tips and gratuities are at the discretion of employees and officials and are a personal expense (i.e., not an expense of
government).
For a guideline on gratuities with regard to business meeting expenses, refer to C.17 under General Procedures.
Medical Expense Coverage While Travelling Outside of BC Within Canada
Medical expense coverage while travelling outside of BC within Canada is included in the (Pacific Blue Cross) Extended
Health Plan for public service employees. The plan covers an active employee to a lifetime maximum of $100,000. Additional
coverage would be the employee's personal choice.

C.10 Contractor's Travel Expenses
Core Policy - 10.3.15
Proof that expenses have been incurred must be attached to the travel claim.
Contractors providing a taxable supply will not be entitled to reimbursement of the GST portion of their travel costs, as they
can recover the GST by claiming input tax credits. Contractors providing "exempt" services, and individuals that are appointed
to boards, agencies and commissions by OIC or ministerial appointments may be reimbursed the GST on their travel costs.
Where possible, contractors or individuals in the above-mentioned categories may direct bill the airline component for their
travel.

C.11 Travel Expenses in Foreign Locations
Foreign Locations
Core Policy - 10.3.4.3
For travel in the U.S. meal or per diem allowances are amounts for BC in U.S. currency, which are then converted to
Canadian dollars for claim purposes (as required by PSA Policy Statement 17. Travel, Appendix 1 sec. 8. (1)).
Core Policy - 10.3.4.4
For other foreign locations meal or per diem claims are determined in accordance with PSA Policy Statement 17. Travel,
Appendix 1 sec. 9 based on rates published by the federal Foreign Affairs Department.
Miscellaneous Foreign Travel Expenses
Reimbursement may be claimed for foreign currency exchange costs and reasonable expenses incurred that relate directly to
foreign travel as follows (receipts must be provided):
car rental insurance (Collision Damage Waiver (CDW) is automatically provided when an employee uses their travel
card to pay for the rental vehicle)
visa(s) and passport(s)
inoculation(s)
traveller's cheques
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bottled water
preventive medication i.e., malaria tablets etc.
premiums for additional medical insurance to provide coverage equivalent to that available under the BC Medical Plan
in BC
additional dry cleaning/laundry costs that are incurred as a result of exceptional foreign conditions (not claims for
normal dry cleaning/laundry costs included in per diem allowances for travel in foreign locations or under C.9)
additional baggage insurance
similar directly-related travel costs
Foreign Travel Guide
Local Travel Expenses at Foreign Locations
Employees posted to or hired locally in foreign locations who are on travel status on government business will be reimbursed
travelling expenses in accordance with PSA Policy Statement 17. Travel, Appendix 1 sec.10.

C.12 Job Interview and Post Interview Expenses
In accordance with BCPSA policy, job interview and post interview expenses may be provided.
In-Service Government Employees
The ministry for whom an in-service government employee incurred job interview travel expenses shall assume the payment
of expenses (the ministry where the vacancy exists). This ministry should establish conditions for travel (mode of travel,
number of travel days allowed, etc.), prior to the expense being incurred. Reimbursement rates will be in accordance with the
employee's current group status.

Eligible travel expenses will be in accordance with current Treasury Board Directives on Travel Expenses (Treasury Board
Order 88, as amended).

In-service government employees will complete a FIN 10 Travel Voucher form and submit it to the Panel Chairperson.

STOB 5710 is to be used for job interview and post interview travel expenses for in-service government employee.
Out-of-Service Applicants
The ministry in which a vacancy exists may reimburse travel expenses for out-of- service applicants competing for that
position at the discretion of the appropriate expense authority. Before authorizing the expense, the ministry should establish a
clear understanding with the job candidate of the rates of reimbursement, mode of travel, length of travel status, and any
other conditions and limitations. Normally, out-of-service applicants will be subject to Group I rates. The GST component of
such costs will be reimbursed.
All expenses associated with travel except for airline tickets should be paid to the supplier by the person travelling. Request
for reimbursement of costs shall be submitted on a travel voucher or an OCG approved ministry-specific form. Only in
exceptional circumstances should an out-of-service applicant be given a travel advance. The panel chairperson or ministry
personnel should arrange the air travel to ensure the most economical airfare is obtained and GST is not incurred.
Ministries are to submit to OCG a Cheque Requisition Form FIN 188 with a copy of the Travel Voucher Form FIN 10
attached.
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Charge STOB 6503 - Job Interview Expenses for Out-of-Service Applicants and use block supplier number 135400 Interview Expenses for Out-of-Service Applicants. (includes post interview expenses for out-of-service applicants).

C.13 Board and Lodging Expenses
Board and lodging allowances are identified in collective agreements. Please also refer to section 29, BCPSA Policy 5.5.

C.14 Travel Allowances – Officials
Core Policy - 10.4.4
C.14.1 Different Types of Travel for Officials
C.14.2 Party Business (Political)
C.14.3 Personal Attendants for Officials with Physical Disabilities
C.14.4 Ministers' Staff
C.14.5 Business Expenses Approvals
C.14.6 Reimbursement Claims and Payment Requisitions
C.14.7 Officials' Office Travel Financial Reports
C.14.8 Travel Charge Direct Billings

C.14.1 Different Types of Travel for Officials
Travel as an Official (Government Business)
Ministry/Cabinet business includes travel related to the specific business of the ministry as well as travel related to the general
responsibilities of Cabinet (e.g., a Cabinet retreat or meeting). This can include expenses in the officials' constituency (except
accommodation and laundry expenses when the official is at home) if the trip is for government business.
Travel as a MLA (Legislative Business)
Caucus business is related to legislative duties, and the Legislative Accounting Office pays these expenses.

C.14.2 Party Business (Political)
Travel expenses for party conventions, fundraising events or political functions are the personal responsibility of the official.

C.14.3 Personal Attendants for Officials with Physical Disabilities
If an official with a physical disability requires a personal attendant in order for him or her to travel to discharge official duties,
the personal attendant may claim at Group IV rates, for expenses incurred and allowances permitted for the period that the
personal attendant aided the official in the discharge of official duties. The application of Group IV rates to a personal
attendant is limited to transportation, meals, accommodation and out of pocket expenses necessarily incurred for the purpose
of this travel. A personal attendant may also be a spouse.

C.14.4 Ministers' Staff
For ministers' staff, it is not necessary to differentiate between constituency and government business. Ministers' staff are
governed by the same policies and procedures that affect public servants and travel expenses are paid by the Ministry of
Finance.

C.14.5 Business Expenses Approvals
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Business meeting expenses are to be approved in advance in accordance with ministry established approval limits.
All business expense estimates per event or function, prior to being incurred, should be reported for budgetary control
purposes to the ministry's chief financial officer (who is responsible to account for the ministry's expenditure commitments-todate, STOB 6531).
For formal functions, the prior approval of the Protocol and Events Branch, Intergovernmental Relations Secretariat is required
for all expenses for official ceremonies, occasions of protocol, meetings of a national nature or government-hosted functions.
These "formal function" expenditures may be for actual meeting, conference, function, staff consultation, and meal expenses.

C.14.6 Reimbursement Claims and Payment Requisitions
Claiming Travel Expenses – General Information
When processing an official's claim for reimbursement of travel and related expenses, submit an electronic travel voucher. For
expense authority purposes, the travel voucher form must be approved by the official (or the official's designate).
When completing the travel voucher form (FIN 10), the official (or official's designate) is reminded to:
use a separate line for each day or part day of travel;
attach the supporting documentation (e.g., receipts, flimsies, bills, flight coupons, etc.), preferably in date order of incurring the
travel expenses; and
enter the minister's nine-digit employee number (six-digit payroll number followed by the first three letters of the minister's
surname) in the Employee (Payee Supplier) No. field on the form.
The designated ministry employee responsible for processing official's claims, will ensure that the travel claims are:
duly prepared and approved; and
submitted as soon as possible after any out-of-province or major in-province trip, and as a minimum, after each month for
minor in-province travel.
Claiming Business Expenses
With respect to "formal functions," a business expense pre-authorization memorandum must be attached as supporting
documentation to the official's reimbursement claim (e.g., authorization by the Intergovernmental Relations Secretariat for
formal functions).
The business expense documents (e.g., flimsies, receipts, invoices billing the individual, etc.) must be submitted with a
description of the nature and purpose of the expenditure. The business expense documents must be signed by the official (or
official's designate) before payment is requisitioned, for expense authority purposes (unless he/she exercised expense
authority on the cheque requisition or other appropriate document).
The designated ministry employee responsible for processing the official's claims is to ensure that the business expense preauthorization memo, where required, is attached to the expense documents, the expense documents are accurate, the
expense has not been previously paid, and the claim is approved. Accounts payable checks for expense authority and
qualified receiver signatures.
Ministries will charge their vote expenditure account, STOB 6531 - Business Expenses, and the actual supplier number for
business expenses incurred by their minister, unless a central agency ministry has budgetary provision for such business
function expenses.
Travel Claims
Travel claims are to be forwarded to the following address:
Accounts
Financial Services and Administration Branch
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Ministry of Finance
PO Box 9415 Stn Prov Govt
3rd Floor - 617 Goverment Street
Victoria BC V8W 9V1
The CFO of the Ministry of Finance will charge the official's office sub-vote (as per the service agreement) or the central
agency expenditure vote, STOB and the official's supplier number.

C.14.7 Officials' Office Travel Financial Reports
Each month, the Ministry of Finance will distribute Detailed Transaction Reports to each official's office. The reports show all
of the transactions processed by Finance, as well as year to date and actual expenditure figures. The Detailed Transaction
Reports received by the officials' office staff should be reconciled on a monthly basis.
Any requests under the Freedom of Information and Protections of Privacy Act with respect to the travel expenses of officials
should be referred to the Information Access and Records Services Branch, Ministry of Finance.
Note: "Ministers Office Travel Expense Guidelines" are available from the Executive Financial Clerk, Financial Services and
Administration Branch, Ministry of Finance.

C.14.8 Travel Charge Direct Billings
Officials may request suppliers to bill the ministry directly for the following travel costs:
air travel invoices (including airline QuickTickets);
accommodation expenses incurred by officials (excluding personal charges); and
taxi company invoices.
The invoice or ticket must be signed by the official (or officials's designate) for expense authority purposes (unless they
exercise expense authority on the cheque requisition or other appropriate document). The designated ministry employee
responsible for processing official's claims will ensure that the invoice is accurate, not previously paid and is approved.
The specified invoices are to be forwarded to the Ministry of Finance.

C.15 Travel Expense and Allowances – Parliamentary Secretaries, Committee
Members and Designated Members
Individuals in these roles are included in the definition of "officials" per the Official Duties and Expenses Regulation (BC Reg.
226/2001 as amended).

C.16 Relocation Allowances
Core Policy - 18.3.9
C.16.1 Travel Expenses on Relocation
C.16.2 Moving of Household Effects and Chattels
C.16.3 Moving Company Charges
C.16.4 Moving Mobile Homes
C.16.5 Relocation/Duplicate Rent
C.16.6 Requested Relocation by Employee
C.16.7 Employer Forced Relocation
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C.16.8 Relocation at Time of Retirement
C.16.9 All Employees
C.16.10 Relocation for New Appointees
C.16.11 Relocation for OIC Appointees Already in Government Service
C.16.12 Claiming Relocation Allowances

C.16.1 Travel Expenses on Relocation
Excluded employees will be reimbursed for meals on relocation in accordance with his/her Group rates; however, the
employee's spouse and dependents 13 years of age and over will receive the meal reimbursement at full Group I rates, and
dependents 12 years and under are eligible for one-half the Group I rate.
Reimbursement of relocation expenses will involve either a cheque or journal voucher coded to one of the following three
STOBs:
5225 Taxable relocation expense (for T4A report) 5226 Non-taxable relocation
5228 Field move relocation
For Public Accounts purposes relocation costs (STOB 52) are not reported with other public servant travel (STOB 57 with an
employee number). Travel expenses on relocation need to be coded with the employee-type supplier number.
Note: For purposes of relocation assistance, those employees covered by a collective agreement include BCGEU, PEA and
Nurses. The standing collective agreements in effect for each bargaining unit should be consulted for further details. (e.g.,
Nurses have a different definition of headquarters according to their Collective Agreement).

C.16.2 Moving of Household Effects and Chattels
The BC Moving Agent, BC Employee Relocation Services, BC Mail Plus arranges provincial, national and international
employee relocations.
The BC Moving Agent will arrange all aspects of the employee move once the move has been authorized by initiation of the
Employee Move Authorization form (FIN 191).
For assistance with a specific move, call BC Employee Relocation Services at 250 952-4038 or facsimile 250 952-5117.
Insurance
The moving firm is responsible for claim costs based upon release rate; the remainder of the costs are covered through Risk
Management Branch who will charge back the remaining claim cost to the originating ministry program.
Limitations and exclusions to Risk Management Branch coverage is covered in the Information Package forwarded by the
Moving Agent, BC Employee Relocation Services to the employee moving.
Note: The above applies to regular status employees covered by a collective agreement and excluded employees. It does not
apply to mobile, field status or new hire employees.
Transporting a Motor Vehicle
The employer shall pay the cost of insuring a motor vehicle being shipped in accordance with BCPSA Policy.

C.16.3 Moving Company Charges
All moving and storage related costs for an employee relocating are electronically charged back to the originating ministry
program. A charge back summary sheet will be forwarded to the contracting ministry upon completion of the move. BC
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Employee Relocation Services, BC Mail Plus maintains a listing of non-admissible items and services that are not permitted
to be carried by the moving firm at government expense.

C.16.4 Moving Mobile Homes
On relocation, an employee/appointee who owns a mobile home may opt to have the mobile home moved by the employer in
accordance with BCPSA Policy. Note that an employee who opts to move a mobile home shall not be entitled to the
reimbursement provisions for the moving of household effects nor to the reimbursement provisions for real estate and legal
fees.

C.16.5 Relocation/Duplicate Rent
Claims for duplicate rent are to be made on ministry specific invoices that will be processed by cheque requisition using an
employee supplier code. Receipts must be attached as supporting documentation. See BCPSA Policy for entitlement
information.

C.16.6 Requested Relocation by Employee
Where an employee requests relocation from one headquarters or geographic location to another, the travelling/living
expenses incurred will be the responsibility of the employee.

C.16.7 Employer Forced Relocation
BCPSA Policy provides for the reimbursement of relocation expenses where a regular employee is required by the employer
to relocate as a result of the employer moving its operation.

C.16.8 Relocation at Time of Retirement
See the collective agreement article 27.17 for details on relocation at the time of retirement, and BCPSA Policy.

C.16.9 All Employees
Relocation provisions will be paid in accordance with BCPSA Policy (see Relocation Expenses). An employee is to submit
the claim on a travel requisition. Expenses are to be processed on a cheque or journal requisition, using STOB 5226 and an
employee supplier code. The travel requisition and receipts will act as supporting documentation.
Employee Moves His Own Effects and Chattels
The employee is to follow the provisions of BCPSA Policy. The claim is to be processed on a cheque requisition, using STOB
5225 and an employee supplier code.
Incidental Expenses on Relocation
The employee is to follow the provisions of BCPSA Policy. The claim must be completed and processed on a cheque
requisition, using STOB 5226 and an employee supplier code.
Real Estate and Legal Fees
A claim for real estate and legal fees must be submitted on a ministry specific invoice with supporting documentation. The
claim is to be processed on a cheque requisition, using STOB 5226 and an employee supplier code. The cheque stub code
16 must be entered in block 10 of the requisition.

C.16.10 Relocation for New Appointees
Relocation Assistance Policy for all new appointees to government service is based on Treasury Board Order No. 316/01.
Refer to BCPSA Policy for details.
Approval of Excess Amounts
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Payment of allowances in excess of those listed above require the prior approval of the deputy minister of the hiring ministry.
Expense authorities must ensure that the total amount paid does not exceed the total eligible amount, and that all relocation
expenses paid directly to suppliers (if any) are deducted from the total eligible amount before the balance of the assistance
approved (if any) is paid to the employee.
The house-hunting assistance is separate and in addition to the above relocation assistance.
Direct Payments to Suppliers
Relocation expenses paid directly to the supplier(s) are discussed in the BCPSA website.
Direct payments to a supplier are at cost, must be supported by invoices/paid receipts (if applicable), and are not required to
be reported for Taxable Benefit T4A purposes and are coded to STOB 5226. This requisition must be dual coded: payee
code to the firm and distribution supplier code. The ministry expense authority should advise appointees to retain copies of
the relocation expense documentation for income tax purposes to substantiate the reimbursement to Canada Revenue
Agency, upon request. (Refer to Federal Interpretation Bulletin IT-178 R2, Moving Expenses.)
Where relocation expenses are paid directly as above, the remaining amount will be paid as a single lump sum allowance to
the appointee and should be reported as a Taxable Benefit for T4A purposes and coded to STOB 5225.
The ministry's chief financial officer, or designated officer, shall ensure that requests from employees for direct payment to
suppliers for relocation expenses:
Are documented in the payroll employee file;
Are reduced from the lump sum allowance payment; and
Are recorded in the ministry-wide listing of Memo Accounts Receivable - Relocation Allowances to New Appointees.
Pre-Relocation Househunting Expenses
The employee is to submit the claim on a travel requisition. Expenses are to be processed on a cheque requisition, using
STOB 5226 and an employee supplier code. The travel requisition will act as supporting documentation. See the above
BCPSA website for details.
Application for Relocation Allowance and Expenses
A new appointee, who receives relocation assistance and/or house-hunting expenses, is required to sign (in duplicate) a "New
Appointees Relocation Assistance and/or Househunting Expense Report and Assignment of Wages" form. See the BCPSA
website for policies.
Note: The liability to repay a pro-rata amount of the relocation assistance arises when an employee resigns (i.e., voluntary
resignation). No such obligation to repay is created where an employee is dismissed from employment.
Payment Requisitions for Relocation Expenses
For lump sum payments to the employee, the ministry will requisition payment by Cheque Requisition 1 (form FIN 188), using
either STOB 5225 (taxable) or 5226 (non-taxable), and an employee supplier code. Following documents will be attached:
A photocopy of the appointment agreement (or letter) authorizing the pre-relocation househunting travel assistance offered; or
A letter from Personnel authorizing amount (if not in appointment agreement); and
A copy of the New Appointees Relocation Assistance and/or Househunting Expense Report and Assignment of Wages.
Timing of Payments
The following may not be paid until both an Employee Number has been assigned and the Effective Date of the appointment
has passed:
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Relocation expenses paid directly to suppliers (if any);
Remaining relocation lump sum allowance (if any); and
Househunting expenses.
Note: The date that an applicant is appointed as an employee is the EFFECTIVE DATE indicated on the Personnel/Pay Data
Authorization ("A" Form FIN 223) as approved by a delegated appointment authority.
Payments to individuals before the EFFECTIVE DATE that the applicant is appointed an employee will be made under
policies for suppliers of services. Payments to individuals after the EFFECTIVE DATE will be made under financial
administration policies for employees.
Memo Accounts Receivable
The ministry shall retain the New Appointees Relocation Assistance - Application And Assignment of Wages Agreement in an
employee payroll file and shall maintain a ministry-wide list of memo Accounts Receivable - Relocation Allowances To New
Appointees.
If there is an outstanding portion at the time the employee resigns, the ministry will set-up an account receivable and will
credit refund of expenditure:
All refunds of expenditure that relate to expenditures incurred in prior fiscal years shall be credited to an account, "Recovery
of Prior Year's Expenditure"; and
All refunds of expenditure that relate to expenditures incurred in the current fiscal year shall be permitted as credits to the
appropriate expenditure account.

C.16.11 Relocation for OIC Appointees Already in Government Service
See the BCPSA Policy where relocation is approved for OIC Appointees already in government service.
Approval of relocation expenses in excess of those listed in the BCPSA Policy require the prior approval of the deputy
minister.

C.16.12 Claiming Relocation Allowances
Ministries will maintain a control record for every relocation (Group I and excluded employees). This may be accomplished by
completing a Relocation Control Record (form FIN 20) or another format that contains at a minimum the same information.
Retroactive Claim Adjustments
Where BCPSA Relocation Assistance Policy is amended and the effective date is retroactive, claims may be submitted for
the adjustment amount in the same manner as for the original claim. Ministry signing authorities will ensure that the
retroactive adjustment amount has not been previously claimed and that the following attachments are provided:
- Application form, if applicable, for the adjustment amount, and
- Copy of the initial voucher.
Relocation for Auxiliary to a Regular Employee Position
Bargaining unit auxiliary employees who have successfully completed their initial probationary period (913 hours) and who are
required to move from one geographic location to another after winning a competition, or at the employer's request, will be
entitled to relocation expense reimbursement accorded to regular bargaining unit employees.
Excluded auxiliary employees who move from one geographic location to another at the request of the employer or who have
completed 1827 hours immediately prior to winning a regular competition in another geographic location, will be entitled to
relocation expense reimbursement accorded to regular excluded employees.
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C.17 Business Meeting and Protocol Event Expenses
Core Policy - 18.3.4
C.17.1 General
17.2 Business Meeting Expenses
C.17.3 Protocol Event Expenses
C.17.4 General Procedures

C.17.1 General
The Business Expense Approval (FIN 215) form (BEA) is available to obtain pre-approval and to support reimbursement
(excluding travel costs for BC government employees and meeting registration fees) for expenses expected to exceed
$100.00. The BEA form is also available when purchasing protocol related gifts for dignitaries. Use of the BEA form is
discretionary and appropriate where ministries require expense authorities to have additional control given the nature of the
expenses, purpose and attendees of the event.
There are two classes of provincially hosted meetings. They are classified as business meeting expenses and protocol event
expenses.

C.17.2 Business Meeting Expenses
Where justified by management, meals may be provided during meetings where it is essential that business discussions not
be interrupted or where it is essential to meet over a meal period, as the issue is important, needs early resolution and no
other time is available. Providing meals at business meetings should be an exceptional rather than regular occurrence, and
such costs must be reasonable.
The provision of snack food items such as muffins and donuts, etc. for meetings involving only government staff is
discouraged, especially in situations where meetings are conducted in the headquarters location of a majority of those
employees. Often the meeting host(s) will purchase such items personally, as it would be an inappropriate use of public funds
to do otherwise (unless justified by management as above).
Business meeting expenses must not include any associated costs for spouses or guests of the participants.

C.17.3 Protocol Event Expenses
Where a written invitation has been issued for spouses of employees to attend the Long Service Awards Ceremony,
the travel expenses for the spouse or guest will be reimbursed at the Group I rates. An employee's own ministry must pay for
the travel expenses associated with the employee attending a protocol event. (Also see BCPSA policy on Recognition and
Awards.)

C.17.4 General Procedures
Agreements for the meeting room rentals, meals and coffee service should be in writing (a confirming letter is sufficient). A
flat fee or a percentage (e.g., 10 to 15 percent of the total food bill) may be negotiated as a gratuity (see CPPM 18.3.4.4
for approvals). The business meeting expenses of individuals must not be directly billed to the government. Direct billing of a
ministry may occur for ministry arranged functions (seminars, meetings, etc.) where the size of the function would warrant it.
Where direct billing is permitted, ministries shall ensure that controls are in place to avoid duplicate payments.
Where the ministry uses the BEA form, it may be submitted with the payment request as supporting documentation together
with actual receipts and/or original invoices marked with proof of payment.
Where appropriate, a single employee may claim for the total meal expenses incurred at a business meal meeting.
Business meeting expenses to any value may be claimed on a Travel Voucher when the claimant incurred the expense while
on travel status, provided that the appropriate coding and expense authority are affixed.
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Meals Inside Headquarters. Where no practical alternative exists, business lunch meetings may be held away from the
meeting area or office. For these "meal inside headquarters," reimbursement of expenses shall be:
as per collective agreements for unionized employees; in accordance with specified meal rates; actual
meal expenses for Group III's; and
no additional claim for Group IV's if a claim for the daily meal allowance has been made.
Business meeting expenses initially paid for by employees shall include the GST. If the expenses are initially billed to and
paid directly by government, ministries can use the GST certification clause to purchase tax-free.

C.18 Remuneration for Appointees to Crown Corporations, Agencies, Boards,
Commissions and Administrative Tribunals
Policy for the remuneration and travel expenses of appointees to Crown corporations, agencies, boards, commissions and
administrative tribunals is contained in Core Policy 18.3.3.

C.19 Miscellaneous Expenses
C.19.1 Christmas Cards
C.19.2 Loss of Personal Possessions
C.19.3 Discretionary Expenditures

C.19.1 Christmas Cards
The Deputy Minister of Labour and Citizen's Services, by way of a memo, informs Cabinet Ministers of the procedures for
ordering of Christmas cards.
The Premier and Cabinet Ministers are the only government officials entitled to the purchase of Christmas cards with
government funds.

C.19.2 Loss of Personal Possessions
Core Policy – 10.3.12
Claims on the employee/appointee's homeowner's insurance policy must have been made before claims can be made under
this section.
Claims Procedures
Employees/appointees will provide the following documentation, if applicable, in support of their claim:
a completed General Incident or Loss Report (FIN 597);
a covering letter outlining the circumstances of the loss or damage, signed by the employee and the employee's supervisor to
verify the loss or damage and the necessity of the item in the performance of duties;
a copy of the employee's homeowner's insurance policy (or renewal certificate), if applicable;
for losses claimed on an employee's homeowner's policy, a copy of the loss report submitted to the insurer;
for repairable items, an estimate of repair, followed by a copy of the receipt for full payment; and
for items not claimed on an insurance policy, date and original purchase price of item(s).
Claims will be sent to the Director, Claims & Litigation Management, Risk Management Branch, Provincial Treasury for
review.
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Risk Management Branch (RMB) will adjudicate the claim on behalf of ministries. It will not pay the claim.
After reviewing the claim, RMB will send a letter to the supervisor of the employee making the claim informing the ministry of
its decision and authorizing the payment amount.
Ministries will inform RMB, in writing, of the final disposition of the claim (the amount and date of the payment to the
employee).
RMB will provide each ministry with an annual summary of the number and type of claims filed and the amount requested;
and the number of such claims accepted/rejected and the final amount paid for each claim.
Payment Procedures
Claims for extraordinary loss(es) will be processed on cheque requisitions (or through petty cash, if under the petty cash limit)
and include a copy of the adjudication letter from Risk Management Branch and applicable receipts (original or certified
copies) as supporting documentation. The claim will be authorized by the employee's supervisor (with expense authority).
The expense will be charged to STOB 6501 and made to supplier code 025726. This expense is not a taxable benefit.

C.19.3 Discretionary Expenditures
Ministry expense authority officers are to exercise care, and use sound judgement when authorizing discretionary ministry
expenditures that are not required to meet program objectives. Examples include, but are not limited to: bottled water, plants,
flowers for funerals, festive decorations, etc.
As expense authority officers are accountable for effective financial management, due regard must be given to the spirit and
intent of the government's management and financial policies. Expense authority officers should be aware of the public
perception with respect to the purchase of such items, and use the utmost discretion prior to initiating the expenditure.
To determine if unique circumstances exist that may warrant the purchase, any discretionary expenditure should be made in
consultation with the ministry senior financial officer.

C.20 Childcare Expenses
Additional childcare expenses are reimbursed in accordance with Article 27.24 of the British Columbia Government
Employees' Union (BCGEU) Master Agreement. For the purposes of this Article, "course" refers to training through a series of
lectures or demonstrations where the employee registers their attendance and where some tuition fee is paid by or on behalf
of the employee.
Tuition fees may not be involved if the trainer or course is produced in-house. However, training is not staff meetings,
conferences or retreats where Ministry staff gather to discuss, plan or learn about ministry operations or objectives.
"Additional" childcare expenses mean those childcare expenses over and above those expenses normally incurred while the
employee is at work from day to day. The intention is not to reimburse for normal childcare expenses incurred during normal
work hours even though the employee may be out of town.
Note: Childcare Expenses apply to all employees except Statutory Term, Locally Engaged and OIC Category C (who are not
employed in a minister's Office).
Employee Attends Activities as Requested/Required by Employer
Additional childcare expenses incurred as a result of attending employer- endorsed education, training and career
development activities, or employer-sponsored activities that are not included in the normal duties of the
employee/appointee's job, and are outside their headquarters or geographic location will be reimbursed up to $60.00 per day
upon production of a receipt.
The original receipt must be a signed statement indicating the date(s) being charged, the hourly rate of pay, the total hours of
care provided, the caregiver/agency and the total amount charged.
Employees will complete the FIN 10, Travel Voucher form and record the childcare cost per day in Field 23
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(MISCELLANEOUS COLUMN). Enter "Child Care Expense" in Field 24 (DESCRIPTION) of the travel voucher form to identify
the miscellaneous cost.
STOB 5725 will be used for childcare expenses incurred while on travel status and charged to the employee's payroll number.
This reimbursement is not considered a taxable benefit, rather, a reimbursement of reasonable travelling expenses of the
employee. (This amount must not be claimed as a childcare expense on an individual's personal income tax return).
Employee Attends a Course Approved By the Employer
The additional childcare expenses as a result of attending a course approved by the employer outside the
employee/appointee's normal scheduled work day will be reimbursed up to $30.00 per day upon production of a receipt. This
reimbursement shall not exceed fifteen days per calendar year.
The original receipt must be a signed statement indicating the date(s) being charged, the hourly rate of pay, the total hours of
care provided, the caregiver/agency and the total amount being charged.
Employees will complete a Cheque Requisition form FIN 188 and attach the original receipt as supporting documentation.
Charge STOB 5215 on the cheque requisition form (Field 17) and supplier code to the employee's payroll number (Field 11).
This reimbursement is considered to be a taxable T4 benefit. One extra copy of the cheque requisition form must be
photocopied and forwarded to the ministry payroll office for recording on the employee's master payroll record. (The ministry
payroll office will input the taxable benefit onto the employee's master payroll file using DOE code "ZB").

C.21 Reimbursement of Incidental Expenses
C.21.1 Licensing and Professional Dues (except Legal Counsel and Salaried Physicians)
C.21.2 Medical/Dental Travel Expenses
C.21.3 Boot Allowance (Safety Toe Footwear)
Incidental expenses as outlined below may be claimed for reimbursement by completing the Reimbursement of Incidental
Expenses form (BCPSA 97). Attach the original receipt as evidence of payment and submit to the appropriate expense
authority officer for approval. Once approved, the documentation will be forwarded to the ministry Payroll Office for processing
via the Corporate Human Resource Information and Payroll System (CHIPS).

C.21.1 Licensing and Professional Membership Dues (except Legal Counsel and
Salaried Physicians)
Refer to the applicable Master Agreement for BCGEU (Article 27.26), PEA (Article 3.05), Nurses (Article 3.02) or Terms and
Conditions of Employment for Excluded Employees (BCPSA Chapter 5.5) to determine eligibility for licensing and professional
membership dues.
Eligible financial positions are included on the Professional Dues Reimbursement Matrix (government access only). Ministry
Chief Financial Officers approve all changes and additions to the matrix, which is maintained by the Financial Management
Branch, Office of the Comptroller General. An expense authority cannot approve the reimbursement of accounting
membership dues unless the position in question is listed on the Reimbursement Matrix.
Reimbursement forms that are approved by the employee's expense authority require forwarding to the ministry Payroll Office
for processing.
Reimbursement is for regular employees only. Refer to the applicable agreement/terms and conditions of employment for
direction on the reimbursement of part-time employees.
Pro-rating will not occur for a partial year of service . For example, if a new employee starts in an eligible position in June,
and they have completed their probationary period, the reimbursement will be made in full to the amount charged by the
licensing body/association, up to the maximum allowed under the applicable Master Agreement or Terms and Conditions of
Employment.
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Membership dues reimbursements may only be made once per calendar year and only for those memberships required as a
condition of employment.

C.21.2 Medical/Dental Travel Expenses
Employees in areas where adequate medical and dental facilities are not available are entitled to the reimbursement of
reasonable receipted expenses for accommodation and travel. For specific entitlement information, refer to:
BCPSA Terms and Conditions of Employment (250 387-0448); and
collective agreements.
The ministry may request that a certificate from a qualified medical or dental practitioner be provided, stating that the
treatment could not be provided by facilities or services available at the employee's place of residence.

C.21.3 Boot Allowance (Safety Toe Footwear)
Reimbursement is made to eligible employees as specified in the applicable component agreement, who are required by the
Workers' Compensation Board to wear caulk boots or safety-toed footwear. They are reimbursed once per calendar year,
upon presentation of a receipt. Reimbursement entitlements are only for the purchase of new boots and do not apply to the
repair of boots.
Refer to the applicable component agreements for the reimbursement rates and effective dates.
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