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DESCRIPTION:

For authorized travel among College campuses, mileage will be paid at the rate established by the College Expense Claim Guidelines on the following basis:
· The first campus reported to each day will, for the purpose of this article, be the “home” campus for that day and inter-campus mileage will accumulate from that location.

· There will be no mileage claim allowed for travel from the last campus to home.

For authorized travel to other assigned (non-campus) work sites, mileage will be paid at the rate established by the College Expense Guidelines on the following basis:

· A “home” campus will be established for each faculty member based on the primary location of the instructional responsibilities of their program or on the campus location where the faculty member has the majority of instructional duties.

· Where authorized travel from home to an assigned (non-campus) work site is greater than travel from home to the “home” campus, the additional mileage traveled will be compensated both ways.

Current mileage rates are located on the Finance web page.
Standardized mileage between campuses and agencies is located on the back of the Douglas College Expense Report form.  Note: Rates apply to New Westminster campus only.
STEPS:

1.
To receive mileage compensation, an Expense Claim Kilometre Information form and Expense Report must be filled out and submitted to the Dean or Associate Dean for approval.
2.
Signed forms are to be submitted to Finance.

REFERENCES:

DCFA Collective Agreement
http://www.douglas.bc.ca/employees/finance-department.html
ATTACHMENTS:

FHS expense claim form?
Douglas College Expense Report

