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Note - Business Meeting Expense Ceiling should be consistent with Travel Per Diem Ceilings: 

�x Breakfast/Snack - $10, Lunch - $15, Dinner - $25 
 
2. PAYMENT DETAILS 

a. Method of Payment – select one: 
 
��  BMO credit card (PCard).  [ATTACH THIS FORM TO YOUR PCard RECONCILIATION] 

o Name of card holder and site location: _____________________________________________ 
��  Cash or personal credit card [ATTACH THIS FORM TO YOUR CHEQUE REC FORM]: 

o Name of person for reimbursement:_______________________________________________ 
 

b. Itemized Receipt [must show what was purchased and breakout the GST]                         
*If itemized receipt is lost, you MUST complete and attach a Lost Receipt Form 
 

_____________________________________________________________________________________________ 
 

Supervisor Authorization:  _______________________________________________________________________        
 
 Date: ___________________________Site: ________________________________________________________ 
 
 
 
 
 
 
 
  


