Some notes on filling out the UBC travel requisition

To help tame the administrative burden caused by a couple of dozen travel requisitions, I'd
be grateful if you could take note of the following:

1. UBC gives travellers two options for per diem:

(a) Save and submit all meal receipts

(b) Take a standard per diem of $40 Can per day for three meals, or for days when a meal
is provided (like our Thursday dinner), prorate as: breakfast $8.50, lunch $12.00, and
dinner $19.50.

2. Amounts need to be subtotaled according to the categories shown on the attached requi-
sition, with a short memo giving the details for each attached receipt. Here’s an example
from one of my trip’s, with the reciepts lettered alphabetically:

Airfare:
Receipt item amount
A airfare $Can 787.42
total: 787.42
Other transportation:
Receipt item amount
B airport improvement 10.00
C taxi to airport 12.00
D taxi from airport to hotel ~$US 29.00=$Can 45.24
E taxi from hotel to airport  $US 30.00=$Can 46.80
F taxi from airport to home 13.00
total: $Can 127.04
Meals:
Receipt item amount
G June 2 breakfast 16.79
H June 2 dinner 11.71
I June 3 dinner 35.67
J June 4 dinner 15.00
K June 5 dinner 23.60
L June 6 dinner 16.25
M June 7 lunch 13.95
N June 7 coffee 4.59
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$US 134.56 = $Can 214.59
Accomodation (including some meals, see attached list):

Receipt item amount
O $US 425.80 = $Can 664.25

3. UBC needs your original receipts. I’d recommend making copies of the originals in case
campus mail loses a mailbag. For paper airline tickets, they need to see the final red copy.
For e-tickets, an itinerary with a confirmation number will do.

The next page shows the items I need filled out on the requistion.
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