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Form Instructions
This form is used to reimburse Queen's employees for approved travel-related products and services, or to request an advance against such expenses.  It is also used to reimburse visitors to Queen's for approved travel-related expenses.
This form can be filled out online or by hand. Please note that if this form is filled out online, the content may change depending on the selected options. The form may also print differently than it is seen on-screen. Users are encouraged to fill out this form online as many values will be calculated automatically, and the fields that must be filled out will be simplified based on which Use of Form is selected.
General
A different row should be used to identify each daily expense and for every receipt. An unlimited number of rows can be added if the form is filled out online.
The currency field is used to indicate the currency in which the expense was incurred. It does not indicate the currency of reimbursement. If no currency is specified, it is assumed that the expense was incurred in Canadian dollars (CAD).
The Total field amount should include all taxes.
For expenses incurred in CAD, GST amounts will automatically be calculated when the Expense Type is Mileage, Taxi or Meal p/d and the form is filled out online. For all Other expenses, please fill in the GST amount as indicated on the receipt. Use Meal p/d as the Expense Type only when it is for a meal allowance (per diem); if submitting a meal receipt, use Other as the Expense Type.
All original receipts and supporting documentation must accompany this form.
This form must be signed by the person who approves it. If the payment is a reimbursement to an employee, it must be approved by a person to whom the employee reports. If the form runs longer than one page, the approver should initial every page prior to the signature page in the initials box that appears in the footer of each page.
Additional information about Queen's Travel Policy, including timelines for submitting travel claims, can be found on the Strategic Procurement Services Website (http://www.queensu.ca/procurement/travel.html).
Queen's Employee Reimbursement
All advances and reimbursements to Queen's employees will be made by direct deposit.
It is the responsibility of the Queen's employee to provide the appropriate daily conversion rate for each expense that is incurred in non-CAD.
If the travel is research-related, Traveller/Account Affiliation should be provided (Self, Co-Investigator, Student or Other). If Other, please explain.
Daily meal allowances can be found on the Strategic Procurement Services website (http://www.queensu.ca/procurement/travel/expenses/meals.html). This page includes a link with conversion rates for meal allowances in foreign currencies (http://www.tbs-sct.gc.ca/pubs_pol/hrpubs/TBM_113/d-eng.asp).
Visitor Reimbursement
If reimbursing an American visitor, expenses should be converted (if necessary) and totalled in US dollars (USD). Reimbursement will be in USD.
Use of Form
Payee Information
Campus Mailing Address
External Mailing Address
(Number, Street, Apartment)
Nature of Travel
Travel Location
YYYY/MM/DD
YYYY/MM/DD
Expense Information
Date
YYYY/MM/DD
Expense Description
Expense Type
km
Amount
Currency
Rate
including GST
GST
excluding GST
Expense Information
Date
YYYY/MM/DD
Expense Description
Expense Type
km
Amount
Currency
Rate
including GST
GST
excluding GST
Less Advance Received
Totals
Receipt Information
Reason for Missing / Photocopied Receipts (if applicable):
Account Information
Optional
Optional
Fund
Department
Account
Program
Class
Project
excluding GST
Amount
Account Information
Optional
Optional
Fund
Department
Account
Program
Class
Project
excluding GST
Amount
Total
excluding GST
Total GST
For Research-Related Travel Only
Signature Section
Prepared by/Employee (if Employee claim)
(please print)
YYYY/MM/DD
Approved by
(please print)
YYYY/MM/DD
I certify that all expenditures in this claim form adhere to the University's travel policies, were incurred for University purposes and have not been reimbursed from another source.
I certify that expenditures in this claim are reasonable and were incurred for University purposes.
Submission Methods
It is recommended that the preparer keep a copy of this form and the supporting documentation. If you have filled out this form online, it can be saved as a PDF. 
Method 1: Campus Mail
Print the form by clicking "Print Form" and deliver by campus mail to the following address:
         Financial Services
         Rideau Building, 3rd Floor
Method 2: Print and Mail Form
Print the form by clicking "Print Form" and send by mail to the following address:
         Queen's University Financial Services
         Rideau Building, 3rd Floor
         207 Stuart Street
         Kingston, ON  Canada
         K7L 3N6
Method 3: Print and Hand Deliver Form
Print the form by clicking "Print Form" and hand-deliver to the campus address above.
Notice of Collection
When complete, this form will contain Personal & Confidential information. This information is being collected under the authority of the Queen's Royal Charter of 1841, as amended. This information will be used to calculate and track approved University-related travel expenses.
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