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  Administrative Procedure 546 
  

 
 

REIMBURSEMENT OF PRIVATE VEHICLE USE  
FOR BUSINESS PURPOSES 

 
 
Background 
 
The Division believes that both certified and support employees who use their private 
vehicle for pre-approved business use, during the regular school day and, on occasion 
after hours, should be appropriately reimbursed. 
 
An appropriate reimbursement rate is based on the reasonable per-kilometer allowance, 
as set by Canada Revenue Agency (CRA) and posted on the CRA website.  The 
Division reimbursement rate may be equal to or less than the CRA per-kilometer 
allowance, as determined by the Secretary-Treasurer, but shall never exceed the 
established CRA per-kilometer allowance. 
 
Canada Revenue Agency considers driving back and forth between home and work as 
personal use mileage, not business use mileage. 
 
Employees shall be responsible for all costs associated with this vehicle, including but 
not limited to expenses for operation, maintenance, registration, interest and lease or 
capital costs, as applicable. 
 
The Division also recognizes that if an employee is required as part of the employee’s 
duties to transport others, then the employee must be aware of liability requirements as 
outlined in Administrative Procedure 543. 
 
 
Procedures 
 

1. School-based Employees 
 

a. The Division believes that school-based employees receive reimbursement 
for mileage at the discretion of their site administrator, at the Division 
approved per kilometer rate. The mileage reimbursement rate is in 
accordance with the Government of Alberta Travel, Meal and Hospitality 
Expenses policy. 

 
b. Expenditures of this nature must be pre-approved in advance.   

 
c. Requests should be submitted on an Administration Travel and Expense 

Claim Form and include a mileage log with date, reason, and kilometers 
travelled for each instance. 

 
d. Reimbursements of this type are not considered a taxable benefit. 
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2. Other Employees 
 

a. The Division believes that non-school-based employees who use their private 
vehicle for regular business use, as a condition of employment, receive an 
annual vehicle allowance, paid monthly according to the terms and amount 
set out in their contract of employment. 

 
b. A mileage verification log must be submitted to the Finance Manager, 

covering the period of a calendar year no later than the established deadline 
during the January following the end of any calendar year.  Deadlines will be 
communicated in each December, via email, to all allowance recipients. 

 
c. Allowances of this type may have all or a portion of the amount designated as 

a taxable benefit. 
 

 
 
Reference:  
 Travel, Meal, and Hospitality Expenses Policy 

https://links.membernova.email/ls/click?upn=CHSbgbHKCnlxM61WGSreLp9GnBLAlgr6UinJ-2BBO6G8cIa9T6t-2B9-2B0M4meEXeGFMBboB3SnmZ35dYg9E96DnV7v6umVS-2B0LHhyy9cUVUTXf8Yd5VFmoga-2Fm1twG3CQALRC-2BGFWcFbmPJHXzxmIiFzNxNE87-2BWFSOOCn57-2FAeQgjdJz52dt0mQhaQl1vElJyI9AuGvA0Ta8TrJb87sQvNJGDS7LEx4xTF-2BdZ7WmOBywTVo-2FDD1ILQ6EWtMByXiydQ-2BElIS7-2BPczMZ-2BShQ4YWKR-2B-2FQBKq8LlXFLBfRatgNI-2FCA-3D5Xce_qaTQru5rxbA0SmYICPXOmssE54Nf5SUtUJU0C7PI90-2Fw6uYaN7sGAif0l7CfJXMbYhg13ItIIcpSkPuppfexKkaKZ-2FQknZYeehpSJLdbRrB1JIxDjwMOmJaTERR8ruNVzCDrRgEz7i06kkwkfkIJasjQI3vp-2BCTlg0yIIVqLA4hgP-2FDlYOq9RFeOin1MnWVHV1aLqYPdzWc5zhfSsDgirP3RxDW9e6huzjhXpZTi1-2F-2FWZkAg7HFRsDhoRpktBU1dS6nezEDePR8rjrfDc0z11-2BQ8ZZDNDi7amynbExMYP0-2F2iMv510bt7jeYdKnLO67uWXG8pTNLTHtj4-2BkNt4afsxkU4-2FCgMTRzre83mnvoKbaIBJsJ5xokhwce4ImlIg3a
https://links.membernova.email/ls/click?upn=CHSbgbHKCnlxM61WGSreLp9GnBLAlgr6UinJ-2BBO6G8cIa9T6t-2B9-2B0M4meEXeGFMBboB3SnmZ35dYg9E96DnV7v6umVS-2B0LHhyy9cUVUTXf8Yd5VFmoga-2Fm1twG3CQALRC-2BGFWcFbmPJHXzxmIiFzNxNE87-2BWFSOOCn57-2FAeQgjdJz52dt0mQhaQl1vElJyI9AuGvA0Ta8TrJb87sQvNJGDS7LEx4xTF-2BdZ7WmOBywTVo-2FDD1ILQ6EWtMByXiydQ-2BElIS7-2BPczMZ-2BShQ4YWKR-2B-2FQBKq8LlXFLBfRatgNI-2FCA-3DAfu2_qaTQru5rxbA0SmYICPXOmssE54Nf5SUtUJU0C7PI90-2Fw6uYaN7sGAif0l7CfJXMbYhg13ItIIcpSkPuppfexKkaKZ-2FQknZYeehpSJLdbRrB1JIxDjwMOmJaTERR8ruNVzCDrRgEz7i06kkwkfkIJasjQI3vp-2BCTlg0yIIVqLA4hgP-2FDlYOq9RFeOin1MnWVHV1aLqYPdzWc5zhfSsDgirP3RxDW9e6huzjhXpZTi1-2F-2FJhiDMzi3-2FqVqYiiyxn4z9OUVUl4NOCtx8Ib19sq1KMz78gFHPGKASHFsdEBfb0uAa6HopgxpLrn0LUhOsuyong-2BiYjK0xLXGlU1QlaiCVtgzhWqDA86xGfn2TJqD5rxPl1wEPCX-2FscgussjusqAXN

