STATEMENT OF MOVING EXPENSES

It is important to review the Queen’s University Travel and Expense Reimbursement Policy 
before completing this form.

	NAME (Please Print)
     
	DEPARTMENT

     
	Additional members of traveling party

Partner
       Children 

	FROM: City, Prov/State/Country

     
	TRAVELLING DATES:
     


	
	TOTAL COST
	HST**

	1. *Airfare
	$     
	$     

	2. *Rail fare
	$     
	$     

	3. Car       kms @ .55/km
	$     
	$     

	4. Meals en route (Please refer to ‘Section C, Meals’ in Policy for meal per diem rates)
	$     
	$     

	5. *Accommodation 
	$     
	$     

	6. *Other approved expenses (specify)


	$     
	$     

	7. TOTAL TRAVEL COSTS
	$     
	$     

	8. Packing, moving and unpacking of household goods (in accordance with Article 27 of the 2015-19 Collective Agreement)
	$     
	$     

	9. TOTAL CLAIM (7 + 8) (Please note maximum per moving allowance policy)
	$     
	$     


	10. Advance Funds Received
	$     

	11. Balance Returned (10 – 9)
	$     

	12. Balance Claimed (9 – 10)
	$     


Signature: _______________________  
Date: ________________________

	*Please attach receipts to support expense claim

	** Calculation of HST Eligible for University Rebate
Total of HST charges on attached receipts:
	$     

	Total claimed for:
	
	

	Taxis
	$     
	

	Kilometre allowance
	$     
	

	Meal allowance
	$     
	

	TOTAL
	$      X 2.62
	=$     

	HST eligible for rebate
	
	  $     



This internal form is for Faculty Members who are part of the 2015-19 Collective Agreement, and is to be submitted to your Department/Unit as specified in your Offer of Employment.                              Modified: November 2018, Arts and Science 


