L ocal Support
Allocation

Reference Guide for Local Sponsoring Committees

Understanding Eligible Expenses & Submission
Guidelines




What s Local
Support

Allocation
(LSA)?

Local Support Allocation (LS) is
funding provided by RCSU(PAC) to
help Sponsoring Committees cover
costs incurred while supporting the
Cadet program

_—




LSA falls under 3 main
Categories:

Non-Funded Activities Equipment/Supplies Operating Expenses
®
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Non-Funded Activities

Activities not funded by RCSU(PAC). Use LSA for activities that directly benefit current Cadets

Entrance Fees

~__ °* Campgrounds
E e Recreation Centres
 Local Attractions

) Transportation

o o
* Ferry Tickets

e Bus Rentals
e Gas
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Fresh Rations

* Grocery Store Purchases
e Catering (Mess Dinner)

* Restaurants *with valid 2 part
receipt



Equipment/Supplies for Cadets
Equipment to keep the Cadets interested and engaged

"‘ SpOI’tS EqUipment Unit T-Shirts (No cost to Cadets)
"’ * Sports pinnies

* Game Equipment

* Maintenance eg: bike repairs

wwd
Music Equipment Tralnlng nlght snacks (no cost for Cadets, Canteen items
ﬂ ® sold to Cadets are not eligible)

Rentals
e Sheet Music

Repairs/maintenance
" Instrument rental/purchase ! Annual Trophies and Awards (rrophies/Awards for
Camping Eq uipment Cadets to keep are not LSA eligible)

f « Tents

. Stoves General Misc Supplies (oot polish, boot bands, name

tags, hairspray etc.)
* Firewood

*  fuel
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Operating Expenses
Items required to operate the Corps and Squadron

Facility Rent % Office Expenses

+ Including storage rentals * Paper, pens, printer ink, postage

Facility Property Expenses .
Vehicle/Boat Maintenance

* For unit owned vehicles and boats

* Insurance 2=
* Property Taxes i
Facility Equipment & Maintenance
* Lockrepairs, shelving

* Minor repairs

e Janitorial expenses

Facility Utilities

 Heat, phone (internet services are provided
by RCSU)



What Expenses are Ineligible for LSA?

LSA reimbursement is for the benefit of the current Cadets as a whole.

* Iltems purchased as gifts/testimonials eg: gift cards, mugs, coins, aging out gifts etc
are not eligible.

* Hospitality Expenses such as food and drink for Parents and Staff. eg: Food or Drink for ACR,
Family BBQ’s, Open House etc.

* Internet/ Mobile Internet, if your Corp and Squadron are still paying for
Internet, please ask Corp or Squadron staff to email it@cadets.gc.ca

* Desktop/Laptop computers, Tablets, monitors, docking stations,
keyboards, cables, routers, ethernet switches etc. If required contact
it@cadets.gc.ca.

* Printers, Copiers, Scanners, PC connected Label makers. If required
please contact it@cadets.gc.ca. Please note, Ink for the printer is LSA eligible

* Any purchases paid with the Gaming Grant
* Annual League Assessment Fees (Provincial/National)
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How, When and What to Submit?

Here are a few very important steps to follow when submitting your LSA invoice.

e LSAinvoices must be received by RCSU(PAC) by 31 JAN. This is the last day we will except LSA invoices for
regular LSA entitlements. Why? All LSA funding needs to be completely paid out by 31 MAR. This gives us
time to process and re-allocate unspent funds to Corps and Squadrons who have sent in eligible LSA
invoices over their individual limits. Please don’t wait until the deadline! Sending in early allow us time to
get additional information if required.

e Ensure each receiptyou send in is dated within the current Fiscal Year. 1 Apr- 31 Mar. Receipts dated
before the current Fiscal year will not be accepted. *The date the item(s) were purchased, not the date a
member was reimbursed for the expenses.

e Send in ORIGINAL receipts with Original sighed Cadet 192 We can’t accept photocopied or scanned
receipts.

e CDT192 Signed by both Sponsoring Committee and Commanding Officer

e Ensure each receipt clearly shows payment method. If the receipt or invoice does not show proof of
payment, a copy of the banking or credit statement is required.

e Restaurant purchases typically require a 2-part receipt. The itemized receipt must be submitted.



How, When
and What to
Submit
Cont...

Send by regular/expedite mall that does
not require a specific person's signature,
as this can cause significant delays.

Postage is required. Photocopy or
scanh documents for your own records.
If you do not have access to scanner
or photocopier, most cell phones have
a scan App or take a photo.

Attn J8 Accounts payable
RCSU PACIFIC

PO BOX 17000 STN FORCES
Victoria BC VOA 7N2.



Frequent
Questions
and Answers

How do | know my LSA submission has been received by RCSU(PAC)?

The LSA tracker is updated as each LSA submission is received. Itis then updated if additional
information was required (email sent) as well as it tracks as the LSA invoices are paid and
shows current available LSA balances.

Should | email a copy as well as mailin the originals?

No, only mail in the originals. We only track LSA submissions once they arrive. You can track
submissions through the tracker, if you haven’t seen it input into the tracker within 14 business
days of mailing, please reach out to us.

Can | emailin my LSA submission?

Unfortunately, not. We need the original sighed LSA CDT 192 as well as original receipts for
auditing purposes.

Submissions are tracked once received by mail on the LSA Tracker

If not reflected in the tracker within 14 business days of mailing, please contact us.

Can | submit for more than my LSA allocation?

YES! Unused LSA allocations may be reallocated in Feb or early March. We will pay out regular
LSA allocation and keep any unpaid portions of invoices to be paid if more funding becomes
available. There is no guarantee that there will be extra LSA funding but always worth
submitting.



* The most common reason for a
delay in LSA reimbursementis
not including a valid proof of

Top reaSOn fora payment. This is proof that the
delay In company, where service or item
processing? was purchased was paid. I've

attached a few examples of both
valid and invalid proof of
payments.



Example 1: Utility bills

Below is an example of a common utility bill. At first glance this looks like a complete transaction. However this invoice alone
would not be accepted for LSA reimbursement. Why? There is no proof the invoice was paid, $121.00 is schedule to be
withdrawn but proof the bill was actually paid must be provided. What needs to be provided? 1. The next month bill that
shows payment was received or 2. Copy of either the cleared cheque or banking statement showing the bill payment was
made. NOTE : Utility bills with Equal payment plans will only be reimburses for actual usage. In this case $75.53

. . . Equal payment plan status Bi" t il
Your bill highlights O details
Your equal payment plan bill Jul 24, 2025 to Aug 21, 2025 A AT I, St S b (P PREVIOUS BILLING PERIOD
@ Thank you for your par nt of $121.00 on Jul 29, 2025. i L et e e et e e e .
To trac:’(“your ;:dricil:r::age visit bchydro.com/flogin B e EXHre e S o
3 .| 3 P t ved Jul 29, 2025, . . -5121.00
- Equal payments billed to date.............. $1,496.00 ayment rece “ d

= Balance to date. 54 3 BALANCE FORWARD $0.00

Metar rescling in o CURRENT CHARGES THIS PERIOD
Turn for bill details = Equal payment plan... ..o e sseesscssses i ssens e $121.00
Energy

Meter number 4055100 CURRENT CHARGES SUBTOTAL $121.00

TOTAL DUE
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Did you know?

Your electricity usage over time
USAGE DETAILS

8% $2.48 You used a total of 585 kWh DIFFEIBNCE. oo croscons e DES
o . 585 kWh used over 29 days Based on Residential Tiered Rate 1101
decrease of 2 KWh per average daily from Jul 24" 2025 to Aug
day in electricity used cost of electricity 21’ 2025. Jul 24, 2025 to Aug 21, 2025
compared to the same this bill period _ Basic Charge 29 days x $0.2330 /d8Y.....——.oooooooeoeooooeooeeeeeeen $6.76*
period last year Use our online tracking tools to view your detailed I
- electricity use by the month, week, day or even 2 EMERGY CHARGES
hour = up to the previous day. . .
Visit bchydro.comilogin. You're charged the Tier 1 price for electricity up to a Tier 1: 585 KWh x $0. 1172 /KWHh. oo e 968,56
certain threshold in each biling pericd, and a higher .
5 Tier 2 price for all electricity use beyond that Tiar 2= 0 lkivh x 50.1408 dih, - $0.00
g threshold. This billing period you stayed in the lower Deferral account rate rider -4.56%. ... -§339"
£ 5. Tier 1 price. You were 59 kKWh below your Tier 2
E. threshold of 644 kWh this billing period. TAXES ON ELECTRICITY USAGE
E
; . Your next meter reading is on or around Sep 22, ST B 0N BT 1.0 e e e e $3.60
2025.
TOTAL COST OF ELECTRICITY $75.53
0=Mig Sep Ot MNav Dec Jan Feb Mar Apr May Jun  Jul Aug Go pa ass y
23 23 23 22 23 23 24 35 24 28 23 I3 21 Get access to your account online.
Bill period ending To get started, visit bchydro.com/gopaperiess._
[ same period lastyear [l Pastusage [l This period Maintaining your account

i we receive your payment after the due date, you
may be charged a late payment fee. To learn more
about your account with BC Hydro, visit
bchydro.com/customerservicerules.



Exa m p l.e 2: Below is an example of an invalid restaurant receipt. Unfortunately, we cannot

reimburse LSA with only the card payment portion. Itis important to remind members that will be purchasing on

behalf of the Corp or Squadron to also keep the itemized copy as well. We need to verify what was purchased. A
Lost Receipt Form cannot be used for LSA.

PANAGO £58
3 2353 BEVAN AWE V(449
SIONEY BC
20720434
6H2272943405

khik PUHCHASE ihid

05030024 19:13:51
heet & et voakysy) R
Card Type VI

AGODGG000310 10 VIsA CreOLT

Trace # 760
Inv. &1
guta = 003587 RN TR

Purchase $196.56
Tip $19.66

Total 46,2
001 ACPROVED-THAK Y

Retain this copy for your
records
Custorer copy



Exa m p l.e 3: below is an example of a valid restaurant receipt. The itemized receipt shows what

was purchased, for a total of $19.90 and a point of purchase receipt was also provided showing the $19.90 plus

tip of $3.98. These 2 together make a valid receipt. A total of $23.88 will be reimbursed. Yes, a reasonable tip
can be submitted for LSA.

.
[PLATES|
Plates Eatery
2801 Cliffe Avenue
Courtenay, BC PLATES EATERY
M. plateseatery.ca 2601 CLIFFE AVENUE
ORDER# 64 COURTENAY, BC VN 2LB
2503348087

Mov 15, 2024 11:48 AW WWW.PLATESCATERING.COM
Server Shauni Table # 2 w

Transaction # 160567 Station & 1 Cashier: Shauni
ﬁi; Desc;;pﬁun "“-“Pric.e Transaction 507867

1 DELUXE CHI BURG . Total s; 9.90 |
i 3.98
Total Tip

GST $0,95 CREDIT CARD SALE $22.88
Sale Total . MASTERCARD 8533

I thii for statement
Please Pay This Amount Retal Isu';:dein;
Total Due $19.90

150 724 171:49:54a.m.
$23.88 | Method: CONTACTLESS
PLEASE PAY SERVER AT YOUR THBLE Mastercard }XODXXXXXXAXB533
Thank you! Reference iD: 432000904851
Auth ID: 0B635J
Cone Again! MID: ****:5799
AlD: ADODO00O041010
AthNiwkNm: MASTERCARD
};RDHDLDER VERIFICATION
\




Exa m p l.e 4: Below is an example of a submitted invoice that needs a secondary proof of payment.

Why? This invoice only show’s that $16.80 is due. To reimburse for this expense we would need one of the
following. 1. a copy of the bank/credit card statement showing the payment. 2. copy of the cleared cheque. Or 3.
Payment receipt from the Invoices company.

Z e g

> . T -

N S e ¥ INVOICE
o B e ; N

Badges & Eng

Regatta Badges

1751 Newton Street
Victoria, British Columbia VB8R 2R1
Canada

250-813-1505
www.facebook.com/regattabadges

3ill to Invoice Numbaer: 2895
[ Invelce Date: April 30, 2024
Payment Due: April 30, 2024,

'78-400-5472 Amount Due [CAD): $16.80
wT6supply@gmail.com

Iltems Quantity Price Amount
Blu DEU name tags 5 $3.00 $15.00
Subtotal: $15.00

GST 5% (73231 9207): $0.75

PST 7%: 5105

Total: $16.80

Amount Due (CAD): $16.80



Submitting Documents for LSA
Reimbursement

1. Cdt192 invoice signed by sponsoring committee and CO (this form must be used for all
reimbursement requests to the sponsoring committee

* DO NOT use general allowance claim (CF 52) for reimbursement of

LSA or TSR expense

2. Originalreceipts taped on blank paper or invoice showing what was

purchased, date, vendor name

3. Proof of payment such as bank /credit card statement, copied of cleared cheque (front and back).




Cadet 192- Below isa copy of the Cadet 192,
that is required when submitting LSA.

INVOICE

Section A Section B

WVENDOR INFORMATION ~ *=*MUST BE LEGIBLE™ Invoice Date:
CORPSISEM MO Invoice No.:
ADDRESS:
CITY: INYVOICED TO:
POSTAL CODE: Regional Cadet Support Unit (Paciic)
COMTACT NUMBER: Afn: Accounts Clerk
SCEMAIL ADDRESS: PO Box 17000 Sin Forces

Victoria, BC VBA TN2

Section C
Izzued Far the follawing TSR, LSA, MISC. Activity under References of CATO 17-34 [LSA), CATO 31-03 (Sea Cdt Trg), CATO 40-01 (Army Cdt Trg), CATO 51-01 [Air Tt Trg):

Activity Date[s]): TSR 3
[All invoices must have an activity. It can be either LSA or the name of the activity you are claiming expenses for)

Activity Name:

Receipts Description Cost per receipt
1
2
3
4
5
6
7
]
9
10
(in Canadian Currency) Total Invoice Amount:| $ -

Section D



Section A

VENDOR INFORMATION  ***MUST BE LEGIBLE"*
CORPS/ON MO
ADORESS:
CiTY:

FOSTAL CODE:
COMTACT MUMEER:

3C EMAIL ADDRESS:

* Corps/Sgn info (to a minimum corps/sgn # and
RCACS, RCACC or RCSCC and full address)

* Email and phone number, to contact if we need
to ask any questions



Section B

Invoice Date:

Invaice Mo,

INVOICED TOC:

Regional Cadet Support Linit (Paciic)
Agn: Accounis Clerk

PO Box 17000 3in Forces

Vickona, BC V94 TN2

Invoice Date - date you create the invoice

Invoice Number - generated by the
Corps/Sgn sponsor as a tracking
mechanism. Is mandatory to process
invoice.

o Itshould be the corps/sgn number or

UIC, the year you submit the invoice and
a 2 to 4 sequential number. ei.
9072021002

o Maxis 15 characters including spaces

o Thisinvoice numberis used as a
reference on the direct deposit email
which you will receive a few days before
the deposit is made.



* Activity Date
for LSA, put the date range of your receipts

Section C ei: 1 Apr—30 Sep 2021 for a TSR, it’s
the actual date of the activity

Issued fior the lollowing TSR, LS&, MISC, Actiity under References of CATO 1T [LS&] CATO 3003 [Sea Cdr Trg), CATO 4001 [ Army Cat Trg], CATO 6101 | Air Celt Tag):

Activity Date(s): TSR # ° Activity Name
[All invoizes must have an aotivity. [t can be either LSA or the name of the activity you are claiming expenses for) for LSA jUSt erte 73 LSA”
ey e _ for a TSR, write the actual name of the activity
mectin Descrpton Cost pervece! (As named onthe CSAR)
1
:  TSR#
: for LSA, leave blank
for a TSR, please always include the number
.v outlined in CSAR. Very important to indicate
B the TSR #, Corp or Squadron staff can provide.
g If left blank it will be assumed it’s LSA being
10 claimed.
In Canadian Currency) Total Involce Amount:| §




Part C: Continued

Receipts Description: Purchasedd from, what was purchased and why if needed Cost per receipt
1 [Forest Ave Mini Storage $1,092.00
2 Walmart-Food for Actvty 6.0
3 Winners- (ffice Supplies §245
4 |Dollarama- Activity Supplies 4131
5 |Whalsale Club - Food for Acivites 4882
3 (Dominos Pizza §362.09
f
B
d
10

In Canadian Currency) TotalInvoice Amount:| $ 199355

Description

* One receipt per line.
* You can attach up to 10 receipts per invoice

* Ifthere are more than 10, attach a spread
sheet to the invoice with the details of all the
receipts attached or attach another CDT 192
and indicate page #2, #3 etc.

* A good description could be:

-Vendor’s name / name of vendor/store
where purchased

- What was purchased
- For what reason (short and sweet)

* For areceiptto be reimbursed, the original
itemized bill with proof that the vendor
receipted the payment is required
(debit/credit slip, copy of cleared cheque,
receipt, zero balance)



Part D

Section D

"Cerfified hat e Local Sponsoring Commilize agrees wilh expenditures being imvoiced above”

Diate zigned Eponsoring Committes Reprezentative Name, Zignautre and cantact number

"Cerfified hat the goods and services were received in accordance wilh the detals sigled abowe and the liems hawe not previously been invoiced "

Diate zigned CorpatSqn Commanding Officer Fank, Name, ignautr: and contact number

* We need arepresentative of the
sponsoring committee to sign saying they
agree with the expenditure on the invoice.

* We needthe CO of the corps/sgn to certify
the goods and services on the invoice have
been received.

Please include phone numbers in case there
are questions.



For Corps and Squadrons set up
for Direct Deposit, thisis an
example of the email
automatically generated by the
Invoice payment system

E e h i e E T e e e e e T e e i i ah b e S e o e e e e e o e e Rk o e e o o b ot o SE e S S E e ot S

THIS IS AN AUTOMATED MESSAGE. / CECI EST UN MESSAGE AUTOMATISE.

PLEASE DO NMOT REPLY TO THIS EMAIL. / SWP ME PAS REPOMNDRE A CE COURRIEL.

PLEASE DIRECT ALL INQUIRIES TO THE COMTACT LISTED BELOW. / WEUILLEZ ACHEMIMER TOUTES LES
QUESTIONS A LA PERSONMNE-RESSOURCE CI-DESSQUS.

E e h i e E T e e e e e T e e i i ah b e S e o e e e e e o e e Rk o e e o o b ot o SE e S S E e ot S

Please be advised that the Department of National Defence has processed a payment that will be
deposited in your bank account within five business days.

Veuillez noter gue le ministére de la Défense nationale a traité un paiement gui sera dépose dans votre
compte bancaire dans les cing jours ocuvrables.

The interest amount, if applicable, will be paid on a separate payment.

Le montant des intéréts, s'il y a lieu, sera verseé au moyen d'un paiement distinct.

PAYMEMNT REFERENCE/REFEREMCE DU PAIEMEMT : 2002705740,
AMOUNT/MONTANT : 1008.70 CAD (Total deposit)

INWOICES/FACTURES

Ref/REf. : 661720171003 (your invoice number)

MNumber/Numeéro : 2103762889 (my reference number, nothing you need to worry about)
Amount/Montant : 150.29 CAD (amount for that invoice)

-/ LS Brunet - RCSU (P} 250-263-7345 (who to call if you have questions, me!)

Ref/REf. : 661720171004 (your second invoice number)

MNumber/Muméro : 2103763025

Amount/Montant : 858.41 CAD [(amount for that second invoice)

-/ LS Brunet - RCSU (P) 250-263-7345 (me again or you can email your guestions, like you are doing
now)

Contact Info/Renseignements sur la personne-ressource :
Mame/Nom : MWO Mario Robillard
Client Department Office (CDO)/Bureau ministére client (BMC) ;0097 MARPAC HOQ / QG MARPAC.

Telephone/Téléphone ;| 250-363-5272 .
Email/Courriel : MARIO.ROBILLARD @& FORCES.GC.CA




Direct Deposit Notifications

* Monitor your generic e-mail address regularly and is passed on
to the next sponsoring committee representative.

* Must let us know prior to closing your bank account and
complete a DND 2968 with the new account information. The
process to change banking information takes several weeks.




Feeling overwhelmed or Don’t know where to
start?

We want all Corps and Squadrons to use their LSA
allocation and will work with you individually to

help.

* Email me at Claire.Jannaway@forces.gc.ca and | can set up a time

to help answer your individual questions and concerns. | will be
offering many LSA help sessions VIA TEAMS SEP, OCT, NOV and

DEC as well as available for pre- arranged appointments outside
of my regular work schedule.



mailto:Claire.Jannaway@forces.gc.ca
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