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DESCRIPTION:

Travel for College purpose must be approved by an authorized College Administrator or allocation approval from a Professional Development Committee/Education & Training Committee plus a Dean/Director/Administrator’s signature.   All travel advances must be approved and submitted to the Finance Office three weeks in advance.  
STEPS:

1. Requests must be received by Accounts Payable three weeks prior to trip.
2. Travel advances will not normally be issued when the estimate of expenses or amount requested is less than $300.  Situations under $300 with extenuating circumstances should be brought to the Finance department’s attention and will be dealt with on an individual basis.  Since it is College policy to book all air travel through the College’s authorized travel agent, air travel expenses need not be included as part of the advance requested. The College will pay the travel agent directly.  Any deviation should be approved by the Director of Facilities in writing. 

3. To determine estimated expenses, refer to the College’s expense regulations.
4. To calculate your advance, subtract the amounts paid directly by Douglas College; e.g. air fare/course registration.

5. Advances shall be accounted for by submission of an authorized expense report supported by original receipts and any unused balance refunded by cheque within one month of the completion of the trip.

6. If a previous advance has not been accounted for by submission of the appropriate expense report, no further monies will be issued.  This includes expense reports and advances.  Should an advance remain outstanding for a period greater than 60 days, the advance may be deducted from any subsequent expense claims that are submitted for reimbursement.  Under extreme circumstances, and after all other options have been exercised, appropriate action will be taken as required.
7. The appropriate cost centers are not charged until an approved expense report is processed.

8. The maximum reimbursement for P.D. expenses will be the amount approved by the employee’s P.D. Committee.

Advances for Professional Development – DCFA

1. The request for advance for Professional Development (P.D.) must be signed by:

a. The Chair of the P.D. Committee;
b. The appropriate Administrator or Dean of the Faculty concerned.

2. The P.D. Form is only an authorization from the P.D. Committee.  The College requires an expense report, along with original receipts, to be submitted to Finance as proof that the expenses were incurred.

3. Regulations described in Section 14 also apply to advances for professional development.  Professional development cost centers are not charged until the advance is cleared by an expense report.

4. Advances will not be given if the event has already occurred.  In this case, an expense report should be submitted together with the P.D. Form.

5. The maximum reimbursement for P.D. Expenses will be the amount approved by the employee’s P.D. Committee.
Advances for Staff Training and Development– BCGEU
1. The request for advance for Staff Training and Development funds must be approved by the Education and Training Committee.
2.  The Staff Training and Development form is only an authorization from the Education and Training Committee.  The College requires an expense report to be submitted to Finance as proof that the expenses were incurred.

3. Regulations described above also apply to advances from the Education and Training funds.  The cost center is not charged until the advance is cleared by an expense report.
4. Advances will not be given if the event has already occurred.  In this case, an expense report should be submitted together with the approval from the Education and Training Committee.
5. The maximum reimbursement under this section will be the amount approved by the Education and Training Committee.

Claim Procedures

1. All claims greater than $50.00 should be submitted on a monthly basis.

2. All items should be listed separately on the expense claim form in chronological order.

3. Original receipts and vouchers should be stapled to the back of the expense claim form in the order in which they appear on the claim.  Photocopies are not acceptable to our auditors.
4. All expenses must be adequately described or itemized in the description column.  Grouping of items is not permissible unless a breakdown is shown.

5. All claims are to be signed by the claimant and approved by the appropriate administrator even if there is no refund claimed (such as reconciliation of an advance where the total refund is zero).  The cost centre to be charge should be noted by the claimant or administrator.

6. The Comptroller’s Office is responsible for the administration of these regulations and procedures and is authorized to question any claim and obtain further clarification when necessary.
7. Purpose/details of the charge should be written on the back of each receipt including names and positions of individuals entertained.

Foreign Exchange

1. If the claimant has written proof of the exchange rate used, this can be used when submitting the original claim.  Otherwise the College will use the current rate of exchange as provided by the College’s bank.  This rate of exchange is checked monthly.  If the claimant used a charge card for payment and the exchange rate used by Douglas College is not sufficient to cover the charge by the credit card company, an additional claim can be made referencing the original claim.

2. If the employee is submitting multiple claims, i.e. claims with different currencies, separate expense claims should be used indicating the type of currency related to each claim.

Douglas College MasterCards

1. There are a very limited number of Douglas College MasterCards.  These are issued to employees depending on the needs of their jobs.  Use of these cards is restricted to College business only.  The card must not be used for personal charges.
2. MasterCard statements will be paid on a monthly basis. The statement will be paid immediately to avoid interest charges.  Employees using College MasterCards must also submit receipts on a monthly basis.

3. A copy of the statement will be distributed to each cardholder for verification.  The original MasterCard receipts for each charge listed are to be attached to this statement.  Purpose/details of the charge should be written on the back of each receipt including names and positions of individuals entertained.

4. The statement and attached receipts will be authorized by the regular authorizing signature and returned to Finance monthly.  An expense report form need not be completed.

5. Cash advances on a Douglas College MasterCard are not allowed.

Unsupported Amounts

1. When expense claim amounts are not properly supported or adequately explained the College will deduct the amount in question when paying the claim so that payment of the remaining expenses is not delayed.  The claimant will be informed of the discrepancy and the expense item can be resubmitted on another expense claim when the matter is resolved.
Disputes
1.
The appropriate signing officer will be informed when items are being clarified, other than for clerical errors and unsupported amounts.  In order to ensure that claims are processed speedily, these amounts will be deducted when paying the claim and can be re-submitted when satisfactorily resolved.

Exceptions
1. Any exceptions to these regulations must have written approval of the VP, Finance and appropriate Dean.

2. Finance will send a memo explaining any adjustments that would alter the expense claim by $5.00 or more.

REFERENCES:
1. Expense Claim Booklet
2. Current per diem rates on Douglas College Finance website http://www.douglas.bc.ca/employees/finance-department.html 
ATTACHMENTS:

1. Travel Advance Request Form A-1037 Rev-August 2004
2. Professional Development Funds Request Form (G2557 Revised July 1994)

3. Expense Report Form (A1001 revised Jan 2007)
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