CANDIDATE EXPENSE FORM
UNIVERSITY OF NORTHERN BRITISH COLUMBIA

Name Of Claimant:

Mailing Address:

Interviewed For Which Position:

Name Of Person Who Arranged Your Interview:

DATE DESCRIPTION KILOMETER AIRFARE MEALS ROOM MISCELLANEOUS COSTS
CLAIM $0.38/km (Meals paid by per diem only) COSTS (Receipts Required)
Breakfast $ 7.00
Lunch $10.00
Dinner $16.00
KM COST COST B L D DAILY COST DESCRIBE COST
TOTAL

Claimant’s Signature:

Date:

Fund:

Org:

Account:

Program:

Authorized by: Vice-President (Academic) or Director of Human Resources

Approved :

Revised: April 1, 2006, Candidate Expense Claim Form

See Back for Details



Travel Expense Policies:
1. Original receipts (e.g. plane tickets, hotel bills, except restaurant bills) MUST be submitted with all claims.

Travel Expense Report Procedures:

1. Complete the form as indicated. Enter expenses in the appropriate columns.
2. For Faculty Candidates, send the completed expense form to: For Staff Candidates, send the completed expense form to:
Vice-President (Academic) Director of Human Resources
University of Northern British Columbia University of Northern British Columbia
3333 University Way 3333 University Way
Prince George, B.C Prince George, B.C.
V2N 479 V2N 479

Rates and Other Information:

1. A maximum meal allowance of $33.00 is available for full 24 hour days when all meals are taken. If travelling for partial days, identify the
appropriate meal(s).

Meal allowances:

Breakfast $7.00
Lunch $10.00
Dinner $16.00

Hotel Rooms:

1. Whenever possible, the hotel room at campus of interview will be prepaid by the University. Incidentals such as in-house movies, dry
cleaning, etc... will be at the candidate’s expense and must not be charged to your room.

2. Where an overnight stay is essential in transit to or from UNBC when attending an interview, the candidate will be reimbursed upon
submission of original receipts and expense claim.

3. A per diem of $30.00 per day may be claimed if you elect to stay with friends rather than a hotel.

4, Long distance and local calls (other than those to the University) are the responsibility of the Candidate.

Miscellaneous:

1. Taxi costs to and/or from the airport, hotel or the University will be reimbursed upon submission of original receipts.
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