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Rate Submission Agreement (RSA):  YEAR 
Provincial Government Employees Business Travel Accommodation Listing (the “Listing”) 
 
Please read the following terms and conditions before completing the Rate Submission 
Agreement form. The sections are: 
 
1.0 Key Information 
2.0 Provincial Government Approved Rates 
3.0 Rate Submission Procedures and Terms 
4.0 Optional Offering 
5.0 Rate Submission Form 
 
1.0 KEY INFORMATION 
Procurement Services is the corporate procurement branch for the Government of British 
Columbia. Procurement Services annually compiles a list of the properties within British 
Columbia that offer discounted accommodation to employees of the government and 
other eligible public sector entities travelling on official business. 

1.1 Qualifications/Requirements: 
Submissions are invited from all properties in British Columbia offering commercial 
Standard Accommodation to travellers, including hotels, motels, bed & breakfasts, long-
term stay properties such as condominiums and apartment hotels, and lodges and resort 
properties. Campgrounds are not included. The Standard Accommodation room must 
be clean, heated with a bed, television and a self-contained washroom. 

1.2 Effective Date: 
Rates are requested for calendar year YEAR. Rates will become effective when posted to 
Procurement Services' website.  

1.3 Submitting Applications: 
Properties are to submit their applications on-line through use of the Rate Submission 
Form. The link to this form is at the bottom of this document; see Section 5.0. 

1.4 Due Date:  
Applications must be submitted on or before Month, Day, Year. 

1.5 Posting to Internet: 
Rates for properties accepted for the Listing are posted to an internet site maintained by 
Procurement Services: csa.pss.gov.bc.ca/businesstravel/. By submitting their rates in 
response to this invitation a property is agreeing to the posting of its rates in this manner.  

1.6 Inquiries: 

All inquiries are to be directed to Accommodation@gov.bc.ca 

2.0 PROVINCIAL GOVERNMENT APPROVED RATES 

http://csa.pss.gov.bc.ca/businesstravel/
mailto:Accommodation@gov.bc.ca
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2.1 Market Based Rates  
The Province of British Columbia uses a market-based approach for establishing the rates 
to be reimbursed to employees on approved business travel in individual local markets.  
The rates submitted by properties will be considered by the Province on a community by 
community basis (see Section 2.2). In most instances the Province will accept, and list, all 
rates submitted by properties in a given community. However, the Province reserves the 
right at its sole discretion to establish a maximum rate for a specific community based on 
the submissions received. In establishing a maximum rate the Province will be guided by 
the following criteria: 
 
• ensure value for the taxpayer; i.e. consider the range of rates submitted by properties 

in a given community, in particular the difference between an individual property's 
rates and the average rate submitted;  

• ensure availability of safe, clean, comfortable and accessible accommodation in 
sufficient numbers to meet the Province's anticipated needs.  

 
The rates charged by properties listed in the Listing will be the maximum amount, plus 
applicable taxes that will be reimbursed to provincial government employees on travel 
status. Ministry expense authorities are not permitted to approve amounts higher than 
the published rates, other than in exceptional circumstances. 

2.2 Communities 
Rates submitted will be considered on a community-by-community basis.  
 
Please note: rates are only accepted for communities within British Columbia. 

2.3 Rates 
2.3.1 Rate for Standard Accommodation: 
The provincial government rate submitted must not exceed any other similar rate offered 
to any other government entity under similar circumstances (e.g.; rates offered the 
employees of the Canadian federal government, or municipal/city employees).  
Please note: rates submitted by properties identifying themselves as bed and breakfasts 
will be assumed to include a Full Breakfast at no additional cost. 

 
2.3.2 Conference / Block Bookings:  
Most accommodation to be rented will involve bookings for individual travellers. On 
occasion, ministries or public sector entities will require block bookings for a number of 
travellers. 
 
If a property has up to 75 rooms, block bookings of 10 or more rooms may be charged a 
rate higher than the discounted government rate (for all 10 rooms). If a property has more 
than 75 rooms, block bookings of 20 or more rooms may be charged a rate higher than 
the discounted government rate (for all 20 rooms). 
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Properties that are hosting conferences facilitated by a third party and for which there is a 
conference rate negotiated with the conference organizer are not obliged to offer rooms 
to government travellers at the discounted provincial government rate if the traveller 
identifies themselves as a conference participant, and the conference rate is extended to 
the government traveller. 

2.4 Authorized Users 
All provincial government employees, MLA's and members of the Judiciary system on 
official government business will be permitted full access to the Listing. 
 
In addition, employees and officials of approved BC public sector entities -- on official 
business - - will be permitted access to the Listing provided that an entity has entered into 
a Memorandum of Understanding with Procurement Services. 
 
A list of the entities authorized to access provincial government rates is posted at 
Accommodation - Province of British Columbia (gov.bc.ca). 
 
2.4.1 Consultant / Contractors: 
Consultants/contractors or other persons working under agreement or contract with the 
Province of British Columbia or approved public sector entity are permitted full use of this 
agreement only if they comply with the following: 
 
• Their contract specifically states that related accommodation costs will be reimbursed 

by the Province of British Columbia or approved public sector entity;  
• The contractor/consultant presents to a property a letter of authorization from the 

Province's or entity's contract manager naming the individual requesting the 
government rate and stating the start and finish dates of the contract.  

 
2.4.2 Jury Members: 
The provincial government rate is to be offered to members of juries upon request from 
the Ministry of Justice. 
 
2.4.3 Alberta and Saskatchewan Business Travellers: 
The Province of British Columbia has joined with the Provinces of Alberta and 
Saskatchewan to create the New West Partnership. Economic development will be 
fostered through the elimination of barriers to trade; standardization and streamlining of 
administrative procedures; and collaborative initiatives to reduce the cost of delivering 
government services. In support of this initiative the Province of British Columbia wishes 
to extend its hotel accommodation program to staff of the Province of Alberta and the 
Province of Saskatchewan, travelling to British Columbia on authorized government 
business. 
 

https://www2.gov.bc.ca/gov/content/bc-procurement-resources/buy-for-government/goods-and-services-catalogue/accommodation
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The Provinces of Alberta and Saskatchewan will be designated as authorized users and are 
to be extended provincial government pricing. 
 
2.4.4 State of Washington Business Travellers: 
The Province of British Columbia and the State of Washington have entered into a 
Memorandum to Enhance Competitiveness and Prosperity in Washington and British 
Columbia. Economic development will be fostered through the reduction of unnecessary 
impediments to a more integrated and competitive regional economy; and collaborating 
on government procurement. In support of this initiative the Province of British Columbia 
wishes to extend its hotel accommodation program to staff of the State of Washington, 
travelling to British Columbia on authorized government business. 
 
The State of Washington will be designated as an authorized user and is to be extended 
provincial government pricing. 

2.5 Identification 
Properties may request proof of employment.  Acceptable forms of proof of 
employment/identification for employees of BC Government, BC public sector entities, 
Alberta or Saskatchewan Government or State of Washington will include valid business 
card, photo identification, business email address (i.e. @gov.bc.ca or @bchydro.com), 
Corporate credit card or pay stub.  
 
Not all employees have photo ID or a business card. In those cases, Properties will accept 
one of the other forms of identification. 
 
For the acceptable form of identification for consultants / contractors see Section 2.4.1. 

2.6 Taxes, Levies and Fees 
The Province will only accept taxes, fees or levies that are assessed by a government: PST, 
MRDT, destination marketing fee. Charges for basic operating costs incurred by a 
property, e.g. energy levy, resort fee, will not be accepted and all such costs must be 
included in the basic room rate. 

2.7 Credit / Charge Cards 
The provincial government has adopted BMO MasterCard as a travel expense card. BC 
Government employees have been encouraged to apply for and use the BMO Corporate 
travel card, but use of the card is not mandatory. Since this card states Province of BC 
Travel it may be used as a form of proof of employment. 
 
Acceptance of BMO MasterCard is not mandatory for securing government business. If 
the card is not accepted, the employee may offer any other accepted method of payment 
to settle the account. Alternatively, employees may also offer to pay by personal credit 
card -- MasterCard, AMEX or Visa -- where acceptable. Surcharges or transaction fees will 
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not be the responsibility of the guest or government if any charge or credit cards are 
submitted for payment of invoice. 
 
2.7.1 Payment: 
Pre-payment of any amount for any stay is not permitted. Payment of accommodation will 
be made after the stay has occurred.  

2.8 Points 
Provincial government policy discourages employees from requesting customer loyalty 
points (e.g. Air Miles). If points are received policy requires the employee to either donate 
them to charity or apply them to the cost of future government business travel. 

2.9 Reporting Requirement 
Properties are required to provide bi-annually reports to Accommodation@gov.bc.ca. The 
reports will contain, at a minimum, the following: Property name, property ID#, city, 
month and number of rooms occupied by Authorized Users in the month. Reports are due 
by: 
 
• Month, Day, Year for January - June; 
• Month, Day, Year for July – December. 
 
Properties will provide the report regardless of whether or not any stays occur in those 
months. 

2.10 De-Listing from the List 
1. Failure of a property to adhere to the terms and conditions and/or their rates offered 

for the periods stated in its application form will be grounds for de-listing of the 
property.  

2. Procurement Services will investigate complaints against properties referred to them 
by government travellers with respect to the quality of accommodation or service 
provided. Should repeated efforts fail to resolve legitimate issues, Procurement 
Services reserves the right to de-list offending properties.  

3.0 RATE SUBMISSION PROCEDURES AND TERMS 

3.1 Changes or Error to a Listing 
1. If a property discovers an error in its application or wishes to update an address, 

email address etc, they may do so at any time by logging into the Rate Submission 
form, using their log in, change the information that is incorrect and re-submit the 
form. 
Please note: properties will not be permitted to change their quoted rate once the 
Due Date in Section 1.4 has expired. Rates will be firm for the term. 

2. If Procurement Services suspects an error has been made in submitted quotations, it 
may communicate with the property to ascertain if the property wishes to correct or 

mailto:Accommodation@gov.bc.ca
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withdraw the quotation. If a property withdraws its application, it will not be contacted 
further and will not be listed.  

3. The Government of British Columbia will not be liable for any damages or costs that 
may arise from any errors or omissions that may occur in the production of the 
Listing. 

3.2 Agreement with Terms and Conditions 
By submitting a response to this Rate Submission Agreement the property agrees to the 
terms and conditions contained herein and also permits Procurement Services to publish 
the submitted information in print or electronic format (Internet) on the Procurement 
Services Internet site (csa.pss.gov.bc.ca/businesstravel/) or other such government sites. 

4.0 OPTIONAL OFFERING 
Properties have the option to submit rates for employee leisure (personal) travel and rates 
for the general public that are travelling for non-emergency medical reasons.  
 
Properties are not required to offer employee leisure travel rates in order to be included in 
the Business Travel Accommodation Listing. However, a property must submit rates for 
Business Travel in order to be listed in the employee leisure travel listing or medical travel 
listing. Properties may either offer: 
 
• rates for government business travel and rates for employee leisure travel and / or 

medical travel that are equal to the business travel rate;  
• rates for government business travel and rates for employee leisure travel and / or 

medical travel that are different than the business travel rate; or  
• rates for government business travel only.  

4.1 EMPLOYEE LEISURE TRAVEL RATES 
As part of the rate submission process, properties are invited to submit discounted rates 
that would be available to BC core government employees for their leisure (personal) 
travel.  
 
Please note: Leisure travel rates will only be accepted for the same Rate Period(s) as the 
business travel rates and when a discount of at least 5% of the property's published rack 
rate is offered.  

4.1.1 Authorized Users: 
Leisure travel rates offered by properties will only be made available to employees of the 
BC government and their immediate families. 
 
Immediate family members are defined as: 
a) the spouse, child, parent, guardian, sibling, grandchild or grandparent of an employee; 
or 

http://csa.pss.gov.bc.ca/businesstravel/
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b) any person who lives with an employee as a member of the employee's family (e.g. 
foster child). 
 
The employee must be travelling with the family member(s) to be eligible and no more 
than two rooms per night may be reserved.  

4.1.2 Identification: 

Properties offering employee leisure travel rates may request proof of employment. 
Acceptable identification will include valid business card, BC Government photo 
identification, BC Government email address, union card or pay stub.  

4.1.3 Room Rates:  
Properties offering employee leisure travel rates may do so for all categories of room; e.g. 
standard room suite, premium rooms and specialty suites. Rates will be honoured at all 
times including weekends. Note: To be listed in the leisure travel listing, however, a 
discount of at least 5% of the property's published rack rate must be offered for a 
standard room.  

4.1.4 Firm Pricing: 
The quoted discounted employee leisure travel rate will remain firm for the year. The 
Province reserves the right to de-list a property that does not honour its submitted leisure 
travel rate. 

4.1.5 Rate Submission Form:  
Properties are to use the Rate Submission Form to submit their discounted rates for 
employee leisure travel.  

4.1.6 Room Availability: 
Properties may specify Blackout Period (up to and including 14 days) that are the same or 
different from the Business Travel Blackout Period.  

4.1.7 Payment: 
Employees will be solely responsible for making payment to properties for leisure travel 
stays. Please note: the Province will assume no responsibility or liability for any amounts 
owing to properties for leisure stays. It is anticipated that properties' normal billing and 
payment requirements would apply. Employees will use personal payment methods 
(credit card, debit card, cash) for leisure stays, as accepted by the property.  

4.1.8 Notice to De-List:  
Properties will be permitted to request that their listing be removed from the employee 
leisure travel listing at any time during the year, on 30 days written notice to 
Accommodation@gov.bc.ca. 

4.1.9 Posting to Intranet:  

mailto:Accommodation@gov.bc.ca
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Rates for the employee leisure travel listing will be posted to an intranet site maintained 
by Procurement Services.  By submitting rates for employee leisure travel a property is 
agreeing to the posting of its rates in this manner. 

4.1.10 Terms and Conditions of Room Rental: 
Other than the terms and conditions described in Section 4.0 and 4.1, the rental of rooms 
by employees for employee leisure travel will be subject to a property's regularly posted 
terms and conditions. 
 
Please note: the Province will assume no responsibility or liability for the rental of rooms 
by its employees when the rental is for the employee's personal leisure travel purposes.  

4.2 MEDICAL TRAVEL ACCOMMODATION RATES 
On occasion British Columbia residents are required to travel to out of town locations to 
obtain specialist and outpatient medical services. Patients are often accompanied by one 
or more family members who provide support and comfort to the patient. Patients and 
their family members may not have a friend or relative with whom they can stay and must 
stay at a commercial property. The cost of staying at a commercial property is paid for by 
the patient. With the focus being on the patient's medical care, there is often no time or 
ability to canvas properties to identify those that offer a discounted rate in this situation. 
The Ministry of Health and the province’s health authorities in the province have 
established as a priority the identification of properties that offer discounted rates to 
patients and their families in these situations. 
 
The issuing of the request for rates and the acceptance of responses will not create any 
obligation on the part of the Ministry of Health or the provincial health authorities to 
recommend a property to a patient, or create an obligation on the part of a patient or 
patient's family to stay at a property responding to this rate request.  

4.2.1 Authorized Users: 
Medical travel rates offered by properties will be available to British Columbians and their 
families who are required to travel to out of town locations to access non-emergency care 
only. 
 
The patient must be travelling with their family to be eligible. 

4.2.2 Identification: 
Properties offering medical travel rates may request that the medical patient provide a 
letter from their doctor.  

4.2.3 Room Rates: 
Properties offering medical travel rates may do so for all categories of room; e.g. standard 
room suite, premium rooms and specialty suites. Rates will be honoured at all times 
including weekends. Note: To be listed in the medical travel listing, however, a discount of 
at least 5% of the property's published rack rate must be offered for a standard room. 
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4.2.4 Firm Pricing: 
The quoted discounted medical travel rate will remain firm for the year. The Province 
reserves the right to de-list a property that does not honour its submitted medical travel 
rate. 

4.2.5 Rate Submission Form: 
Properties are to use the Rate Submission Form to submit their discounted rates for 
medical travel.  

4.2.6 Room Availability: 
Properties may specify Blackout Period (up to and including 14 days) that are the same or 
different from the Business Travel Blackout Period.  

4.2.7 Payment: 
Medical patients will be solely responsible for making payment to properties for medical 
stays. Please note: the Province will assume no responsibility or liability for any amounts 
owing to properties for medical stays. It is anticipated that properties' normal billing and 
payment requirements would apply. Patients will use personal payment methods (credit 
card, debit card, cash) for medical stays, as accepted by the property.  

4.2.8 Notice to De-List:  
Properties will be permitted to request that their listing be removed from the medical 
travel listing at any time during the year, on 30 days written notice to 
Accommodation@gov.bc.ca. 

4.2.9 Posting to Internet:  
Rates for the medical travel listing are posted to an internet site maintained by 
Procurement Services: csa.pss.gov.bc.ca/businesstravel/. By submitting their rates in 
response to this invitation a property is agreeing to the posting of its rates in this manner.  

4.2.10 Terms and Conditions of Room Rental: 
Other than the terms and conditions described in Section 4.0 and 4.2, the rental of rooms 
by medical patients and their family will be subject to a property's regularly posted terms 
and conditions. 
 
Please note: the Province will assume no responsibility or liability for the rental of rooms 
by medical patients and their families when the rental is for the medical patients travel 
purposes.  
 
5.0 RATE SUBMISSION FORM 
By selecting the I Agree button the property agrees to the terms and conditions noted 
above. Have your username and password available in order to log into the submission 
form. 
 
 

mailto:Accommodation@gov.bc.ca
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