
1 TRIP AND CLAIMANT INFORMATION

Claimant name

Business purpose

Destination (city/country)

Date departed (YYYY-MM-DD)

Employee ID

Date returned

2 RESEARCH-RELATED TRAVEL (IF APPLICABLE)

Is your travel research related? Yes No

Supporting details Project ID

Claimant's affiliation

3 TRAVEL ADVANCE (IF APPLICABLE)

Travel advance ID Amount (CAD)

4  EXPENSE DETAILS
Complete the expanded expense table on the following page.

Yes No

Senior Executive Only
Travel Expense Reimbursement Form
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5 SUPPORTING DOCUMENTS AND FINAL CHECKLIST

Personal address and banking information
current in BearTracks

Verify speedcode(s) are correct

Research supporting details provided, if
applicable

Relevant detailed information provided in
description field

Travel advance applied to the claim, if
applicable

Mark non-reimbursable prepaid expenses
(TAP/HAP etc.)

Original receipts and other required supporting
documents attached

Currency is identified

6 PROTECTION OF PRIVACY

Personal information provided is collected in accordance with section 4(c) of Alberta·s Protection of Privacy Act
(POPA), will be protected in accordance with section 10, and used and disclosed in accordance with sections
12 and 13. It will be used and disclosed for administering employee travel expense reimbursement and related
financial processes. The University of Alberta uses automated systems to generate content and to make
decisions, recommendations and predictions; personal information collected may be included in these
systems. Questions about this collection may be directed to Finance, Procurement and Planning · Procurement
and Contract Management at procure@ualberta.ca.


