
claimant |

position | Trustee

level |

reporting period |

date of report |

Description Date

(mm/dd/yyyy)

Details and/or Rationale Amount (CDN$) Category Expense Type

Education Missison to Germany 6/9-12/2024 Hotel Accommodation Wiesbaden $918.25 travel BUS accommodation

Education Missison to Germany 6/12-13/2024 Hotel Accommodation Lubeck $306.08 travel BUS accommodation

Education Missison to Germany 6/13-15/2024 Hotel Accommodation Hamburg $612.17 travel BUS accommodation

Education Missison to Germany 6/8-15/2024 Meals $375.92 travel BUS food/non alcoholic beverage

Education Missison to Germany 6/8-15/2024 Shuttle/Transfer Services $167.17 travel BUS airfare/bus/rail

Education Missison to Germany 6/8-15/2024 Cell Data Package $11.02 travel BUS general 

expense | monthly tracking report

Hack, Laura

Board of Trustees 

July 1 to August 31, 2024

Friday, October 4, 2024



Trustee Professional Development and 
Travel & Subsistence Expense Report 

Must be completed upon return from every business trip for reporting purposes and any out of pocket expenditures. Completed form will be 
submitted to Accounts Payable. 

Details of Trip | Please Print Date:_____________________________ 
Trustee’s Name _______________________________________________________________________________________ 
Purpose of Trip / Name of Conference: _____________________________________________________________________ 
Departure and Return Date ____________________________Destination:_________________________________________ 

Description of Expenses | 
Please attach receipts 

Total Cost 
(Indicate 
currency 

If not Cdn) 

Exchange 
Rate 

Adjusted 
Amount 

(If applicable) 

Amount Paid 
by CBE  

Invoice/P-Card/ 
Payroll for Mileage 

(including GST) 

Amount Paid By 
Claimant For Out of 

Pocket 
Expenditures 
(including GST) 

Alias to be Charged for 
Claimant’s Expenses 

Registration/Conference Fees 
Travel Costs 

  Airfare 

 Insurance 

 Rail/Bus 

 Taxi/Shuttle Bus/Car Rental 
 at Destination 
 Personal Vehicle            Km @ 
 50¢/Km (submit via PeopleSoft) 

 Parking – at Destination 

Accommodation 
 Nights @ $ ____________ 
 (Single Rate) 

Telecommunication Charges 
(Internet, Phone calls) 

Meals – Receipts required 
(Including tips, excluding meals 
covered by Conference or Others) 

  Breakfast(s) 
     (Maximum $12.00 each) 

        Lunch(es) 
     (Maximum $17.00 each) 

         Dinner(s) 
     (Maximum $26.00 each) 
Other – Provide Details 

TOTAL COST OF TRIP 

AMOUNT DUE TO CLAIMANT  /  <CBE> 

GST Breakout Area 
NOTE: Copies of amounts paid through the P-Card, Invoices and Mileage Claim Forms must also be attached to this claim, in addition to 
items claimed for all Out of Pocket Expenses. 
Personal Information is collected under the authority of Alberta’s Freedom of Information and Protection of Privacy Act (FOIP). The information included in this 
report is collected for the purpose of expense reporting and reimbursement and may be disclosed to the public as required by the CBE’s policies and practices, 
Alberta Government policies and legislation, or a FOIP request.  I have reviewed the attachments to ensure that confidential information has been removed or 
redacted. I certify that the above claim is correct. 

Claimant’s Signatu Payment Auth

HOTEL



Mail Payment To:
International Education Services
44 Capital Blvd. 10044 - 108 Street NW 
Edmonton AB T5J 5E6
Account Inquiries by Telephone or Email:
780 422 2977 or Toll Free 310-0000 
Email: melanie.andrade@gov.ab.ca

INVOICE
Document No.	 : 1800012688
Customer No.	 : 0050000947
Reference No.	 : 
Document Date	 : 04-Sep-2024
Due Date	 : 04-Sep-2024
Email ID	 : CBEEFTDeposit@cbe.ab.ca
Contract ID	 : 

THE CALGARY SCHOOL DIVISION  
C/O DIRECTOR OF CORPORATE  FINANCE AND TREASURER
1221 8 ST SW 
CALGARY AB  
T2R 0L4

Please cut along line and return top portion with payment

Amount Due:	 $1,836.50
Amount Remitted:

Government of Alberta - GST Registration Number: 124072513RT0001

Please make payment payable to Government of Alberta.

Page No.: 1 of 1

S/N Description Order No. Quantity UOM Unit Price GST Tax
Amt

Amount
CAD

1 Minister’s Mission to Germany - Jun 
8-15 2024 Laura Hack 0.00% $0.00 $1,836.50

Sub Total $1,836.50
Total (GST) $0.00

Amount Due $1,836.50

Hotel accommodations in:

Wiesbaden   3 nights 

Lübeck         1 night 

Hamburg      2 nights 
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	Expense Claim re Accommodation Germany
	Hotel Expense Claim
	Description of Expenses | Please attach receipts

	Hotel Receipt


	Expense Claim re Mission to Germany

	Date: September 10, 2024
	Trustees Name:   Laura Hack, Trustee Wards  3 & 4 
	Departure and Return Date: June 8 - 15, 2024
	Purpose of Trip  Name of Conference: Minister of Education Mission to Germany
	Destination:  Frankfurt, Germany
	RegistrationConference Fees: 
	Exchange Rate Adjusted Amount If appl cableRegistrationConference Fees: 
	Amount Paid by CBE InvoicePCard Payroll for Mileage  nc uding GSTRegistrationConference Fees: 
	Amount Paid By Claimant For Out of Pocket Expenditures  nc uding GSTRegistrationConference Fees: 
	Alias to be Charged for Claimants ExpensesRegistrationConference Fees: 
	Travel Costs: 
	Exchange Rate Adjusted Amount If appl cableTravel Costs: 
	Amount Paid by CBE InvoicePCard Payroll for Mileage  nc uding GSTTravel Costs: 
	Amount Paid By Claimant For Out of Pocket Expenditures  nc uding GSTTravel Costs: 
	Alias to be Charged for Claimants ExpensesTravel Costs: 
	Airfare: 
	Exchange Rate Adjusted Amount If appl cableAirfare: 
	Amount Paid by CBE InvoicePCard Payroll for Mileage  nc uding GSTAirfare: 
	Amount Paid By Claimant For Out of Pocket Expenditures  nc uding GSTAirfare: 
	Alias to be Charged for Claimants ExpensesAirfare: 
	Insurance: 
	Exchange Rate Adjusted Amount If appl cableInsurance: 
	Amount Paid by CBE InvoicePCard Payroll for Mileage  nc uding GSTInsurance: 
	Amount Paid By Claimant For Out of Pocket Expenditures  nc uding GSTInsurance: 
	Alias to be Charged for Claimants ExpensesInsurance: 
	RailBus: 
	Exchange Rate Adjusted Amount If appl cableRailBus: 
	Amount Paid by CBE InvoicePCard Payroll for Mileage  nc uding GSTRailBus: 
	Amount Paid By Claimant For Out of Pocket Expenditures  nc uding GSTRailBus: 
	Alias to be Charged for Claimants ExpensesRailBus: 
	TaxiShuttle BusCar Rental at Destination: 
	Exchange Rate Adjusted Amount If appl cableTaxiShuttle BusCar Rental at Destination: 
	Amount Paid by CBE InvoicePCard Payroll for Mileage  nc uding GSTTaxiShuttle BusCar Rental at Destination: 
	Amount Paid By Claimant For Out of Pocket Expenditures  nc uding GSTTaxiShuttle BusCar Rental at Destination: 
	Kms: 
	Alias to be Charged for Claimants ExpensesTaxiShuttle BusCar Rental at Destination: 
	Personal Vehicle Km  50Km submit via PeopleSoft: 
	Exchange Rate Adjusted Amount If appl cablePersonal Vehicle Km  50Km submit via PeopleSoft: 
	Amount Paid by CBE InvoicePCard Payroll for Mileage  nc uding GSTPersonal Vehicle Km  50Km submit via PeopleSoft: 
	Amount Paid By Claimant For Out of Pocket Expenditures  nc uding GSTPersonal Vehicle Km  50Km submit via PeopleSoft: 
	Parking  at Destination: 
	Exchange Rate Adjusted Amount If appl cableParking  at Destination: 
	Amount Paid by CBE InvoicePCard Payroll for Mileage  nc uding GSTParking  at Destination: 
	Amount Paid By Claimant For Out of Pocket Expenditures  nc uding GSTParking  at Destination: 
	NAParking  at Destination: 
	Accommodation: 
	Exchange Rate Adjusted Amount If appl cableAccommodation: 
	Amount Paid by CBE InvoicePCard Payroll for Mileage  nc uding GSTAccommodation: 
	Amount Paid By Claimant For Out of Pocket Expenditures  nc uding GSTAccommodation: 
	NAAccommodation: 
	Nights: 6
	Rate: 306.08
	Nights   Single Rate: 1836.50
	Exchange Rate Adjusted Amount If appl cableNights   Single Rate: 
	Amount Paid by CBE InvoicePCard Payroll for Mileage  nc uding GSTNights   Single Rate: 1836.50
	Amount Paid By Claimant For Out of Pocket Expenditures  nc uding GSTNights   Single Rate: 
	Telecommunication Charges Internet Phone calls: 
	Exchange Rate Adjusted Amount If appl cableTelecommunication Charges Internet Phone calls: 
	Amount Paid by CBE InvoicePCard Payroll for Mileage  nc uding GSTTelecommunication Charges Internet Phone calls: 
	Amount Paid By Claimant For Out of Pocket Expenditures  nc uding GSTTelecommunication Charges Internet Phone calls: 
	Meals  Receipts required Including tips excluding meals covered by Conference or Others: 
	Exchange Rate Adjusted Amount If appl cableMeals  Receipts required Including tips excluding meals covered by Conference or Others: 
	Amount Paid by CBE InvoicePCard Payroll for Mileage  nc uding GSTMeals  Receipts required Including tips excluding meals covered by Conference or Others: 
	Amount Paid By Claimant For Out of Pocket Expenditures  nc uding GSTMeals  Receipts required Including tips excluding meals covered by Conference or Others: 
	NAMeals  Receipts required Including tips excluding meals covered by Conference or Others: 
	Breakfast: 
	Breakfasts Maximum 1200 each: 
	Exchange Rate Adjusted Amount If appl cableBreakfasts Maximum 1200 each: 
	Amount Paid by CBE InvoicePCard Payroll for Mileage  nc uding GSTBreakfasts Maximum 1200 each: 
	Amount Paid By Claimant For Out of Pocket Expenditures  nc uding GSTBreakfasts Maximum 1200 each: 
	NABreakfasts Maximum 1200 each: 
	Lunches: 
	Lunches Maximum 1700 each: 
	Exchange Rate Adjusted Amount If appl cableLunches Maximum 1700 each: 
	Amount Paid by CBE InvoicePCard Payroll for Mileage  nc uding GSTLunches Maximum 1700 each: 
	Amount Paid By Claimant For Out of Pocket Expenditures  nc uding GSTLunches Maximum 1700 each: 
	NALunches Maximum 1700 each: 
	Dinners: 
	Dinners Maximum 2600 each: 
	Exchange Rate Adjusted Amount If appl cableDinners Maximum 2600 each: 
	Amount Paid by CBE InvoicePCard Payroll for Mileage  nc uding GSTDinners Maximum 2600 each: 
	Amount Paid By Claimant For Out of Pocket Expenditures  nc uding GSTDinners Maximum 2600 each: 
	NADinners Maximum 2600 each: 
	Other  Provide Details: 
	Exchange Rate Adjusted Amount If appl cableOther  Provide Details: 
	Amount Paid by CBE InvoicePCard Payroll for Mileage  nc uding GSTOther  Provide Details: 
	Amount Paid By Claimant For Out of Pocket Expenditures  nc uding GSTOther  Provide Details: 
	NAOther  Provide Details: 
	TOTAL COST OF TRIP: 1836.50
	Exchange Rate Adjusted Amount If appl cableTOTAL COST OF TRIP: 
	Amount Paid by CBE InvoicePCard Payroll for Mileage  nc uding GSTTOTAL COST OF TRIP: 
	Amount Paid By Claimant For Out of Pocket Expenditures  nc uding GSTTOTAL COST OF TRIP: 
	NATOTAL COST OF TRIP: 
	Amount:          
	NAAMOUNT DUE TO CLAIMANT: 
	GST Breakout Area: 
	GST: 
	NAGST Breakout Area: 


