expense | monthly tracking report

claimant | McLeod, Sheila
position | Director, Learning
level | Director
reporting period | July 1 to August 31, 2017
date of report | October-13-17

[l

Calgary Board
of Education

Description Date Details and/or Rationale Amount (CDNS$) Category Expense Type
(mm/dd/yyyy)
Vietnam & China recruitment 07/02/2017 |Taxis at destination $172.40|travel BUS airfare/bus/rail
Vietnam & China recruitment 07/02/2017 |Taxi at destination $22.26|travel BUS airfare/bus/rail
Vietnam & China recruitment 07/02/2017 |Perdiem meals (1 lunch, 4 dinner) $121.00|travel BUS food/non alcoholic beverage
Vietnam & China recruitment 07/04/2017 [Renaissance Hotels Beijing $609.96|travel BUS accommodation
Vietnam & China recruitment 07/28/2017 |Mileage $55.00|travel BUS mileage




R Renaissance Beijing Wangfujing Hotel / Jt R £ R TERBIE

R E NA l S SA N C E ' Na.57 Wangtujing Strect, Dongcheng District. Beijing, 100006,china
DELJING WANGFUING HOTEL PERARGRAX IR/ Kilis7 5 BRURT: 100006
AREBFWEE T %: (86 10)G520 BBBB F 14 ¥L: (86 10)6520 5999
Room 8 :
Arrival A xR 18 : 06-29-17
Depariure EEBH : 07-02-17
Reward No 7 &tfLE : 87
Confirmation No A S

. Cashier WiR R
Invoice No ki 5

06-29-17 Accommodation services 1,072.72
06-30-17 Accommodation services 979.44
07-01-47 Accommedation services 979.44
07-02-17 Manual - MasterCard 3,031.60
RXXKXXXXXAXX XIXX
Total it 3,031.60 3,031.60
Balance k¥l CNYO0.00

PL0q. T i)

Your Marriott Rewards PaintsiFrequent Flyer Miles eamed will be cradited 1o your accounl and will appear an yous noxi statement.

As 2 Rewards Member, you could have eamed poinls toward your frce dream vacation loday. Start earning points and clile stotus, plus enjoy exclusive member cifers.

Enroll today at the front dask.

This statement is the only receipt. | agree that | am porsonally Sable for the atave-mentioned payment and if (e person, company or assaciation indicated by ms 25 =3iny rzspansible
for the payment, | understand that my Gability shall be [oinl with such persen, company ar assaciotion if the amount is not received within 30 days.

LEENIBRERENC - RN, RARTRALERM , DEHETFORARTRHBRANTARNAIANA L, DB EEK. RANREREPRLRAA,

3uszsl Signature
EXHR -



M Calgary Board
of Education

Kilemgtre Travel Log

Directions: Complete this form to track kilometres travelied. To receive payment, please enter the total weekly kilometres into your
timesheet in PeoplaSoft, and then submit a hardcopy of the Kilometre Trave! Log form to your Manager or Principal. You may wish to
retain a copy for your own records,

Section 1: Your Employee Information To be completed by Employee
Employee ID:* First Name:" | Sheila Last Name:* |McLeod
Section 2: Trip Details: To be complsted by Employee
Record the date, purpose, beginning and ending localicns, and distance of each trip on a separate row.
Date N Distance in
DO-MM-YY Purpose for Trip Trip Starts From Trip Ends At km
210617 Vietnam China recsuitment Homa Alrport 56
2-07-17 Viatnam China recruitment Alpon Home §5
The total woekly km must be entered into the timesheet in PeopleSoft. Total Kilometres 110
PaoploSoft Time Approver
Combo Code entered into PeopleSoft |
Saction 3; To be completed by Employse and Approver
The approver must create a PDF copy of the completed Travel Log and send to: cheincoming@wesicanadian,.co! ]
Employee -
Signature:* Time Approver Name:'
Employee Fhor Time Approver Signature:*
Date oo-mM-vY: rover 40 3-81 7.. y
Personal information 5 collscted under the authoriy of Aberta's Froedom of information sad Profecton of Privacy At (FOIF) TS fomatco wilbo used forthe |
management of pessonnel and for the delivery of various Human Resources programs at the Celgary Board of Education. it will be trealed in accondanco with the priveey
protection provisions of FOIP, if you have any questions about the FOIP Act, please access hiln:{iwww cha ab caftogaliclp. i you have any questions about this (o
and/or the uza of tha information, ploaso conlast thd Employes Contact Centre al 9-877-353-2588,

Kilometre Travel Log i
Revislon Date: 2015/03/05 :
Paget1of2 g

*HR-B231-01*



Taxi Hotel To Hanoi Airport ~ 9400,000°

&22,00
RPRTER T IAET JU LD
Taxi To Cei Hanoi Office d70,000%
3,%<
Driver Tip Hanoi d100,000°
5,60
Unreported Jun 25
Taxi hotel to airport d2,000,000°°
no,e3
Unreported Jun 25
Taxi Seminar To Hotel d50,000%°
2
Linreporied Jun 25
Taxi To Dinner d50,000°
2.7
#5290 o)
Lhsroeportedd + Rom_. Jun 25

S ————

>

. . I
Taxi To Sunday Seminar d100,000°0

T



BIEN LAl
HAro = AREET o)y

GROUP

Hotline:  1900.54.54.67
go Taxi: 4280; DT: 0438 57 57
57

Gio len 09:27 27106/37
Gio xuong  09:55 27106417
Cu ly 25.48 Km

Tien DH 362.000 Vnd

DicR KUONG: .. vvereeronmmserrs

DICH VU HO!

Taxi Group Airport-0438 51 51
51

CASH =

-

Lok
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The  Yoga Retre.,

Merchant Namo:
Metchant addross:
Tel:

E-mai:

Website:

St P

& ONEPAY OMI liNE SERVICE AND COMMERCIA: &[]

Start Here... doc-0y-h... Hbétel dans... SealGurtt... Contuct U,

Invoice Reforence: HTST_117520%04814
Created dale: 20100117

Your inveice was paid successfullyl

b L) »,
IS L N,

: 1. o
R T T N BT B L AT R S

<ot - A9U1680D. 3OFEZIN0 Fax: R Y

Customer [nformation

Custamer Name:
Addrass:

Tel:

£-mail;

Amuount:

Description:

Payment Acthod:

TS Country:  */«taun
Fax:

VND370,009

RETNHT R R SETON TRYPRSPYAFIT ST 0 1 1Y) T FORTH I8 EPPPE e3P}

e
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! IR TR KOS MPRIN JOTE IR T T TP W ¢
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.
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FSOEREPLNTYERS BT Fal Leind
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{11 | Calgary Board of Education

Page 1 of 5

Travel Expense Claim And Summary Report

Employee £ School / i
Name Sheila McLeod Businoss Unit -€arning
Travel | ,. 3 Pre-approved
Destination Vietnam & China budgetl
Travel -
Reason Student recruitment
Departure Departure o Ha. Retumn Retum EA.
Date 2017-06-21 T 9:21:00 AM Do 2017-07-02 Time 12:54:00 PM
{A) (B) {C) =(A"B)
Personal vehicle KM's KM's are reimbursed via PeopleSoft, therefore the §'s are
drven 110.00 0.50/KM 555'00 nol included in { Q) Total due to (from) employee below.
B) (E) (F)=(D"E) (G) (H)=(F-G)
Tolal - Source Exchange Tolal Coslt in Paid by CBE via Due to or {from)
Currency Rale (Avg) Canadian §'s P-Card / Cheque employee Alias
Registration /
Conference Feo
Accommodation
(exclude meals)
Airfare
Rental/ Bus/ Rail/
Taxi/Parking
Other (Describe in
Noles section) -
{ () (K)=(1"J) (L) (M) =(K-(LJ))
Eligible Rate Per Per Diem Instances of Due lo
Instances Instance Tolal Cost PerDiem meals paid employee
a by P-Card Alias
&
= Broakfast 0
g
g Lunch 1 17.00 $17.00 $17.00 9031-travel
i
7} .
o Dinner 4 26.00 $104.00 $104.00 9031-travel
Alternate
Accommodation
{N)=(C+XF+YK) (0) =(XH+XM)
Grand Total Cost Total due to (from)
(P) Less ATA / Other Funding
(Q) Less adjustment for meals Paid for via P-Card
{R)=( 0-P-Q)Grand Tatal due (o (from) Employee
Notes
Claimant Approver
Sheila McLeod Jeannie Evereft
Frinted Name Printed Name
Signalure Signalure
| Acknowladge that 1) I have read AR 2060 1 Acknowledge that 1) | have read AR 2060
Employee Business and Travel Expenses and Employee Business and Travel Expenses and
Dale the Schedule of Limils and Alfowances and 2) Dale the Schedule of Limils and Allowances and 2)
this accounting for CBE [ravel expenses this accounting for CBE lravel expenses
aligns wilh the provisions of these documents. aligns wilh the provisions of these documents.

»- Attach copies of reciepts for all expenses reported (excluding KM's & eligible instances of per diem items ).
b Attach copy of schedule page(s) for any meals purchased on P-Card,

p- Attach copy of executed Travel Authorization form.

H:\2017-18\Expenses\Travel & Subsistence\TravelExpenseClaim_V3 : Form

25/09/2017 @ 1:51 PM



