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BRITISH
COLUMBIA




	Natural Resource Ministries
	Travel Expenses Payable to Service Contractors - Attachment to Schedule B


File:       
Attachment to the Agreement with       for      .

General: “Travel Status” means travel necessarily incurred by you in the performance of the Services in British Columbia and that is pre-approved by the ministry.  Travel Status begins and ends at the locations and distance designated in the Contract Payment Schedule.
Travel not meeting the description of ‘Travel Status’, must be approved by the ministry and written into the contract before the additional travel expense will be reimbursed.

The most economic travel arrangements should be used consistent with the time available to conduct the business.

Travel expenses must not be billed directly to the province by the contractor. 
Notwithstanding your status as an independent contractor, expenses incurred on out-of-province travel will only be reimbursed when specific provision is made in the contract and prior approval for the travel has been obtained from the ministry.
Contractors will be provided with a Letter of Authorization for Cost Recoverable Contractors for vehicle rental and/or hotel accommodations. 
Meals:  Meals received at public expense or without charge may not be claimed.  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.  Meal and per diem allowances effective April 1, 2023 are as follows:
	Breakfast
Only
	Lunch
Only
	Dinner
Only
	Maximum
Full Day
	B & L
Only
	L & D
Only
	B & D
Only

	$14.16
	$16.38
	$28.31
	$58.85
	$30.54
	$44.69
	$42.47


Private Vehicle Use:  $0.61 per kilometre [applicable only when driving beyond 32 kilometres from the Base Location(s) indicated in Schedule B].
Rented Vehicle Use*:  Cost of rented vehicles may be claimed, if required in order to perform the Services and if approved by the Province.  
Upon request and in advance of any rental, the Province will provide an authorization letter for access to the government’s Corporate Supply Arrangement (CSA).  These CSAs entitle government authorized contractors to preferred vehicle rental rates.  
· Approved car rental agencies and the maximum rates for each community are listed at Vehicle Rental CSAs.
Other agencies are to be used only when these agencies cannot supply vehicles or when renting a vehicle outside BC.  
Personal Accident Liability (PAL) will not be reimbursed.  Collision Damage Waivers (CDW) will be reimbursed only when renting from a company not on the approved list for a specific community or when renting outside BC.
Accommodation*:  Acquisition of hotel accommodation will be made using the guide located at http://csa.pss.gov.bc.ca/businesstravel/.  The initial sort in the guide is by city, then alphabetically by hotel name.  Click on the hotel name to link to the pricing details for that hotel.

In making a hotel selection for your travel, you must select the most cost-effective hotel that meets your business requirements considering the basic room cost and any supplementary costs for internet access, parking or other costs.

You must ensure the price you are charged is at or below the rates quoted in the hotel guide for the room and any supplementary charges (there may be specials or promotional prices that are below the rates quoted in the guide).  The ‘number in party” identified on the receipt must show only one person.
Only in exceptional or emergency circumstances should a hotel be used that is not in the guide – ie. all the hotels in the guide are full.  Before using another hotel, you must obtain the pre-approval of the Ministry Representative. 

Where private accommodation is used, a maximum of $37.29 per day is payable - no receipts required.

Parking*:  When a vehicle is utilized by a contractor while engaged in the fulfillment of his/her obligations under the Agreement, receipted parking charges will be reimbursed at cost.

Ferry Travel*:  Full cost of passenger and/or vehicle ferry travel will be reimbursed.  Receipts or legible copies are required.  Costs of using private boats are not reimbursable.

Air Travel*:  Cost of economy class fare is payable when the passenger copy of the air ticket (or a legible copy) is submitted - a requirement even when fare is paid through a travel agency.
Highway Tolls*:  Full cost of highway tolls can be claimed.
Bus/Taxi Costs**:  Travel by bus or taxi costs when traveling point-to-point will be reimbursed.  Receipts are not required, unless daily charges are in excess of $20.00.

Business Long Distance Telephone, Postage, Facsimile, Courier and other legitimate communication expenses incurred as part of the Agreement are reimbursable when detailed by invoice or statement.  Expenses where receipts have been issued, (e.g. courier expenses, telephone) receipts or legible copies must be submitted as substantiation.
Miscellaneous Travel Expenses:  Laundry, gratuities, porterage and personal phones calls cannot be claimed.
*
Expense receipts or legible copies must be submitted.

**
Receipts or legible copies must be submitted if expense in excess of $20.00 per day.[image: image2]
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