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FROM: 

NAME: APPROVER: TO: 

DATE DETAILS 0-20,000
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BRIDGE/ 
FERRY MEALS TAXI/ 

PARKING 
OTHER 
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TOTAL KMS 
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 TOTAL KM EXPENSE EXPENSES TOTAL (non km) TOTAL CLAIM (KILOMETRES + EXPENSES) 

LOCAL TRAVEL EXPENSE REPORT

Example



Page 2 Name: 

ADDITIONAL DETAILS 

TRACKING KILOMETRES 

Claimants must track annual accumulated kilometrage to determine the correct rate to apply: 

• To accumulate Total Fiscal Year-to-Date Kms travelled, start at zero (0) on April 1st of each fiscal year. Note: Fiscal Year runs from April 
1 to March 31.

• Accumulate kilometres travelled by entering the amount in the Total Fiscal Year-to-Date Kms box from this claim into the Total 
Kilometres from previous claim box on your next claim.

• When 20,000 km is reached, begin recording travel in the 20,000.1+ KMS column on page 1.
Total Kms from this claim Km 

Total Kms from previous claim Km     Note: This amount restarts at zero (0) on April 1st of each fiscal year.

Total Fiscal Year-to-Date Kms Km     Note: Enter this amount in the Total Kilometres from previous claim box on your next claim. 

Claimant Signature: Date: 

Approver Signature: Date: 

G/L NUMBER – 

G/L NUMBER – 

LOCAL TRAVEL EXPENSE REPORT

Example


	PERIOD FROM: 06/01/2023
	APPROVER: Erica Fleck
	TO: 06/30/2023
	DATERow1: 06/01/23
	DETAILSRow1: Mileage to from Black Point Comfort Centre
	DATERow2: 06/01/23
	DETAILSRow2: Materials Black Point Comfort Centre (Sobeys)
	DATERow3: 06/03/23
	DETAILSRow3: Mileage to from Black Point Comfort Centre
	DATERow4: 
	DETAILSRow4: 
	DATERow5: 
	DETAILSRow5: 
	DATERow6: 
	DETAILSRow6: 
	DATERow7: 
	DETAILSRow7: 
	DATERow8: 
	DETAILSRow8: 
	DATERow9: 
	DETAILSRow9: 
	DATERow10: 
	DETAILSRow10: 
	DATERow11: 
	DETAILSRow11: 
	DATERow12: 
	DETAILSRow12: 
	DATERow13: 
	DETAILSRow13: 
	DATERow14: 
	DETAILSRow14: 
	DATERow15: 
	DETAILSRow15: 
	DATERow16: 
	DETAILSRow16: 
	DATERow17: 
	DETAILSRow17: 
	DATERow18: 
	DETAILSRow18: 
	016000 KMSTOTAL KMS: 100
	160001 KMSTOTAL KMS: 0
	016000 KMSMULTIPLY KMS BY CORRECT RATE: .5770
	160001 KMSMULTIPLY KMS BY CORRECT RATE: .5092
	016000 KMSSUBTOTALS: 57.7
	160001 KMSSUBTOTALS: 0
	BRIDGE FERRYSUBTOTALS: 0
	MEALSSUBTOTALS: 0
	TAXI PARKINGSUBTOTALS: 0
	OTHER EXPENSESSUBTOTALS: 35.6
	EXPENSES TOTAL: 35.6
	TOTAL CLAIM KILOMETRES  EXPENSES: 93.3
	ADDITIONAL DETAILS: Address:21 Mount Hope Avenue, Dartmouth NS B2y $R4Reason: WRJEM Black Point Comfort Centre JEM Volunteer (Tantallon Wildfire)
	Total Kms from previous claim: 
	Total Fiscal YeartoDate Kms: 100
	GL Number_1: F140
	GL Number_2: 6903
	Claimant Signature Date: 
	Approver Signature Date: 
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	KILOMETRES TOTAL: 57.7
	Total Kms from this claim: 100
	NAME: Eric Spicer
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