
Goods and Service Tax (GST) Information

Why is isolating the GST important? 
  
 As an accredited University, Carleton receives a 67% rebate of GST 
paid on purchases.  In some cases where the fund carries on 
commercial activities, a 100% Input Tax Credit is received. 
  
It is to the advantage of the researcher or department to indicate 
the GST for any purchase or service paid for on a travel report or 
cheque requisition, as the fund will be credited back the applicable 
GST rebate or credit.     
  
NEED HELP CALCULATING THE HIDDEN GST? 
  
Try using the GST Calculator for calculating the hidden costs 
in taxi fares, per diems, parking and mileage.  The GST 
Calculator can be found on the Travel Information web site 
  
http://www.carleton.ca/finance/Business_Operations/travel/
index.html 
  
GST on Purchasing Card Expenses  
  
When reconciling P-Card expenses, the system assumes both GST 
and PST to be included in the total purchase price.  If the item 
purchased did not include PST or GST, you must adjust the GST and 
PST accordingly in order to receive the appropriate rebate or credit. 
Accounting does not adjust PST or GST on P-Cards. 
  
GST when invoicing for services  
  
Some services for which the University invoices are GST applicable 
and this must be noted on invoices. If a researcher or centre are 
hosting a conference where registration fees are charged, offers a 
course that is not part of a degree program, sells publications, or 
rents equipment to parties outside of Carleton, then GST must be 
charged. This tax does not go back to the fund for which the 
revenue is generated. It is remitted to the Canada Revenue Agency. 
All invoices are prepared by Accounting Services and will include 
GST applicable. 
  
Please provide details to Accounting when an invoice should 
include GST. The fund associated with the invoicing will be 
established to receive 100% GST tax credit for any applicable 
transactions .   

 

GST when processing expenses 
When a receipt or invoice is being processed on a travel expense report or cheque requisition, the GST is noted in most 
cases. Meal per diems, parking at meters and parking lots, mileage and taxi charges have hidden GST in the total cost for 
expenses in Canada. 
  
Per Diems 
Per diems for meals when travelling in Canada are considered GST applicable, since all restaurants charge GST.  
As most diners include a tip, Accounting uses a formula to determine the GST amount charged, (multiply by 0.04 and 
divide by 1.04. For example, (GST = $65/1.04 X .04.) If  the per diem rate in Canada is $65.00, multiply this amount by 0.04, 
then divide by 1.04 to get the GST of $2.50.  This would not apply to any international per diems being expensed as GST 
only applies within Canada. The rates are posted on the Treasury Board of Canada web site and are updated every three 
months. 
  
Taxi Fares  
Taxi charges in Canada include GST which is determined in the same way as for per diems. The formula of multiplying the 
taxi fee by 0.04 then dividing by 1.04 is used, as a tip is normally included in the taxi service. If the charge for a taxi is 
$50.00, you would multiply $50.00 by 0.04 then divide by 1.04 to get the GST of $1.92. (GST = $50/1.04 X .04.) 
  
Parking Costs 
When parking at meters or in parking lots in Canada that do not indicate GST on the receipts, there is usually GST and PST 
that make up part of the total charge. Using an amount of $10.00 as a parking fee, you would multiply this amount by 0.05, 
then divide by 1.13 (0.13 being the total PST & GST tax combined), to get the hidden GST amount of .44 cents.  
(GST = $10/1.13 X .05) 
  
Mileage Allowance  
Mileage is calculated by multiplying the kilometres traveled in Canada by the posted Treasury Board rate according to the 
province in which the vehicle is registered. This rate may fluctuate and is adjusted every few months.  travelling 100 
kilometres, multiply this by the eligible amount per kilometre, which may be .50 cents. Therefore, 100 multiplied by 50 
equals $50.00. Since GST is included in gas prices, it must be identified in the mileage charge. Assuming $50.00 as the 
expense, multiply by 0.05 and divide by 1.05 to determine the GST, which is $2.38. (GST = $50/105 X .05.) 
  
GST when invoicing for services  
When invoicing for a service that is GST applicable, Accounting will include the GST in the total amount to be billed.  
When publications are purchased from Carleton by non-Canadian residents while outside the country, GST is not 
applicable. But, does apply if an individual living outside of Canada attends a conference, or takes part in a course offered 
by Carleton University. 
  
Please contact Accounting if you have any questions relating to GST & the processes involved. Make sure to note the  
GST on travel expense reports and cheque requisitions, as it is to your benefit.    
  
Accounting  613-520 - 3631  
  
Treasury Board  http://www.tbs-sct.gc.ca/pubs_pol/hrpubs/tbm_113/menu-travel-voyage-eng.asp 
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When invoicing for a service that is GST applicable, Accounting will include the GST in the total amount to be billed. 
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