Request for Travel Preapproval
Though the Child Protection Mediator Roster has mediators available in most local areas, referrals to mediation may occasionally involve significant travel. Contract provisions (Schedule C) require written pre-approval from the CPMP prior to the mediator commencing any services or any expenditure incurred for:
· travel expenses exceeding $850.00 per mediation service (including time in transit and all other travel costs);
· any air travel;
· travel involving any overnight stay (whether private or hotel accommodation); and
· taxi expenditures exceeding $100.00.
Some requests for approval may be declined, therefore it is important to hold off on accepting a referral until the travel is authorized.
To initiate the request, please contact Joan.Braun@mediatebc.com with the following information:
	MEDIATOR NAME:

Travel Details:

· Referral Date 

· Travel Dates


· Departure Location

· Destination

· Travel Activities (i.e., conducting orientation sessions with parent, social worker, mediation session)

Estimated Costs: (includes time in transit and expenses)
· Transportation

· Air

· Private Vehicle

· Rental Vehicle ( a rental vehicle should be used when travel exceeds 150 kilometers)

· Ferry

· Taxi

· Accommodation 

· Meals

· Parking and other Miscellaneous Charges (i.e., Airport Improvement Tax)

· In Transit Hourly Disbursement 

· Total Estimated Cost 


Travel Cost Considerations
In requesting pre-approval, mediators are expected to demonstrate that the proposed expenses are reasonable and economical. Please provide any considerations you have undertaken to economize (i.e., clustering 2 or more cases into one trip, car rental vs. driving a personal vehicle, private accommodation).
It is expected that mediators will choose modest accommodation at rates similar to government approved accommodation. 

For pre-approval of other expenses please use the Request for Travel Preapproval form.  If you do not have this form already it can be obtained by emailing cpadmin@mediatebc.com.
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