expense | monthly tracking report

claimant | Pritchard, Lori

position | Education Director

level | Director

rm

Calgary Board

reporting period | January 1 to February 29, 2020 Df Educatiﬂn
date of report | April 9, 2020
Description Date Details and/or Rationale Amount (CDN$) Category Expense Type
(mm/dd/yyyy)
Braided Journey's Indigenous 1/22/2020 |grocery gift cards for vulnerable students $100.00(travel gifts & cultural exchange
meeting in Edmonton
Braided Journey's Indigenous 1/24/2020 |Accommodation $144.82(travel BUS accommodation
meeting in Edmonton
Braided Journey's Indigenous 1/23/2020 |Meals $13.02|travel BUS food/non alcoholic beverage
meeting in Edmonton
Braided Journey's Indigenous 1/24/2020 |Meals $9.32|travel BUS food/non alcoholic beverage

meeting in Edmonton
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Must be completed upon return from every business trip for reporting purposes and any out of pocket expenditures.
Return completed form to Accounts Payable, Education Centre
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. i Date: P
Employee's Name L8 4.1 1 /70 Vendor #:
School / Department to mail cheque to
Purpose of Trip / Name of Conference ‘ "4 \,’ I
Departure and Return Dates .52, ¥ 57-2¢ 4 R (0 Destination: A5 i
Deserintion of Expenses Total Cost Exchange | Amount Paid | Amount Paid Alias to be charged for
e A iR DAl Rate by CBE by Claimant Claimant's Expenses

(for information
purposes)

Invoice/P-Card/ Amex/

Payroll for Mitleage

For Out of Pocket
Expenditures

(including GST) (including GST)

Registration/Conference Fees

Travel Costs

= Airfare (including trip cancellation insurance)

= Rail/Bus

= Taxi/Shuttle Bus/Car Rental in Calgary

= Taxi/Shuttle Bus/Car Rental at Destination

= Personal Vehicle km @ 50¢/km Send original to Payroll
{(submit on Km Payment Form to Payroll) for payment

Accommodations at Single Rate

s_ 175 @ 1 Nighs JH-E 5 1] 80

Meals (including tips) (excluding meals covered

by Conference or Others)

= Breakfast @ $12.00

= Lunch @ $17.00

= Dinner @ $26.00

= Or Actual Expense A 3 B34

Telecommunication Charges (Internet, phone

calls)

Parking —in Calgary

Parking — at Destination

Other — Provide Details {aptss .o

TOTAL COST OF TRIP

CASH ADVANCE IF ANY-Ref #

AMOUNT DUE TO (jOWlNG BY) CLAIMANT

GST Breakout Area | 23 |

| certify that the above claim is corréct:

enginal sigred by L. Pritchard

~J
Claimant’s Signature

C’f((\.nal, Sidned bfl D. L]rfe,

Approved by Superord%ate

NOTE | Copies of amounts paid through the P-Card, Amex Card, Invoices and Mileage Claim Forms must also be attached to this

claim, in addition to items claimed for all Out of Pocket Expenses.

Nata Creatad | 2012/12i04

Nata Raviead | 2N1Q/42/02




From: Yee, Dianne

Sent: January 23, 2020 9:03 PM

To: Pritchard, Lori . .

Subject: RE: request | purchase gift cards for Edmonton trip

e
Gogd Evening Lori,
Yes, Lapprows tha 1008 {o

Dianne

This email and any files transmitted with it are solely intended for the use of the addressee(s) and may contain
information that is confidential and privileged. If you receive this email in error, please advise me by return email
immediately. Please also disregard the contents of the email, deleie it and destroy any cogies immediately.

This-email is also subject to copyright. No part of it should ba reproduced, adapted or transmitied without the writian
consent of the copyright owner

From: Pritchard, Lori

Sent: January 23, 2020 9:01 PM

To: Yee, Dianne

Subject: request | purchase gift cards for Edmonton trip

Hey Dianne.

Purchasing has asked that | get confirmation from you that it is ok to purchase $100 in gift cards for our Edmonton trip.
They would like me to altach the emait from you giving approval to do so. Do vou approve?
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01-24-20

Lori Pritchard Folio No. . Room No.
' A/R Number : Arrival 01-23-20
Group Code Departure 01-24-20
Canade Company Business Conf. No.
Membership No. : Rale Code : IDUWG
Invoice No. Page No. 1o0f1
Rei.No.
Date Description Charges Credits |
01-23-20  *Accommodation 128.00
01-23-20 *GST 6.84
01-23-20 DMmF 3.87
01-23-20  “AB Tourism Levy 531
01-24-20  MasterCard 144.82
Total 144.82 144.82
Balance 0.00
Tax Summary
*GST 6.64
*AB Tourism Levy 5.31
DMF 3.87
0.00

Guest Signature:

I have received the goods and / or services in the amount shown heron. | agree that my liability for this bill is not waived and agree.lo be
held personally liable in the event thai the indicated person, company, orassociate fails to pay for any part or the full amount of these

..... 1

chargss. if a cradit card charge, | furiher agree to perfarm the obligations set forth in the cardholder's agreement with the issuer.
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Holiday Inn Express & Suites
18520 100th Ave
Edmonton, AB TES OK6&
Telephcne: (780) 756-2134 Fax: (780) 756-2135
GST#866820160 RT0002

P

Qwned and Operated by 1779854 Alberta Ltd.
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01!23!2020(12 a0
00000085316 CLERKY

DOHAIR 1.$9.90
DRIHKS 1¢$2.50
HOSE ST $12.40
GST $0.62

ITENS 20
CASH $13. 02
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GST# R136187051

{7 7[/

H07C580 3 TERMINAL 1 24/01/20 14:47:15

————F30D~—~——

poNLT () $1.89
Any Sandwich (1) $6.99
Sub-Total $8.88
GST 50,44
TOTAL $3.32

DEBIT/CREDIT $8.32
THANK YOU
PLEASE COME AGAIN
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