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                  Non-Travel Claim Form

	This form plus all itemized receipts must first reach the provincial office within 60 days from the date of the expenses
(See back of form for eligible costs)

	

	

	

	Name
	     
	Telephone (day)
	(     )     -     
	iMIS #
	     

	

	Address
	     
	City/Town
	     
	Postal Code
	     
	
	Email
	     

	

	Date
	Itemize
	Total Amount
	- HST (minus)
	= Cost (equals)
	GL Account
	Department

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	Attach original itemized receipts
	Subtotal
	
	
	
	
	

	Credit card receipts are not considered itemized receipts.
	Less Advance
	
	
	
	
	

	
	Total
	
	
	
	
	

	
	
	
	
	

	Cheque details
	
	Approved for payment
	
	For office use only

	
	
	
	
	    Amount                                Account

	Cheque payable to  _________________________________
	
	Designated signing authority
	
	____________        _____________

	
	
	
	
	____________        _____________
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Pick up chq           or mail
	
	
	
	____________        _____________

	
	
	
	
	____________        _____________

	_____________________________     _______________
	
	__________________    _______________
	
	____________        _____________

	      Claimant’s signature (required)                               (mm/dd/yy)
	
	              Signature                           Date
	
	____________        _____________

	
	
	                                               (mm/dd/yy)
	
	


Non-Travel Claim Form
Reimbursement

Reimbursement is given for authorized expenses that are personally incurred in the conduct of business for the Girl Guides of Canada, BC Council. 

To be reimbursed                                                                                                                                 
1. Complete the Non-Travel Claim Form.                               
2. Credit card receipts are not considered itemized receipts and will not be reimbursed.     
Please note:  This claim form must be signed & received at the provincial office within

                        60 days from the date of the expense to receive reimbursement.


                                                                                                                                                                                     Itemized receipt                   Credit card receipt
Expenses Other Than Travel

· Committee or Event Expenses

Out-of-pocket expenses for budget items will be reimbursed. This includes event costs such as program supplies, and administrative expenses such as postage and telephone. Please itemize on form.

· All Non-Travel Claim Forms must be signed by the designated signing authority before reimbursement will be paid by the provincial office.
Volunteers wishing to donate all or part of their expense reimbursement as a tax-deductible donation may do so by attaching a “Request for Charitable Donation Receipt for Income Tax Purposes (BCAB5)” form to the claim or by writing a personal cheque to the Girl Guides of Canada, BC Council. An official income tax receipt will be issued for donations over $10.

PLEASE NOTE:  If the claim form is received 60 days or later after the date of the expenses, the claim will NOT be reimbursed.
Thank you for using our resources wisely!
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