
Program Delivery- Salaries & Benefits Eligible Costs
Staff must be directly involved in the delivery of project activities. Administrative 

salaries are not covered in this category as they are included under the 

‘Administrative Costs’ category.  

Wages will be negotiated with organizations by position based on a defined number of 

hours per week and an agreed hourly wage before finalizing the agreement. The RPL 

& Labour Mobility Unit reserves the right to refuse a salary if it is determined to be 

disproportionate to industry standards. 

The total approved wages, per annum/hourly wage, for each individual position 

included in the agreement cannot be exceeded unless approval is secured from the 

Coordinator. Any change in budgeted staff (i.e., a position becomes vacant) should be 

communicated to the Coordinator at the time of the occurrence and reflected in the 

financial reports.

Other Human Resource Benefits (HRBs) include: health, dental, insurance premiums, 

pension and RRSPs. A maximum contribution of 50% of the non-MERC benefit cost 

(employer contribution) is eligible for funding, up to a maximum of 4%.

Travel expenses for direct staff involvement in project delivery will be considered for 

funding, including reimbursement for mileage for the use of personal vehicles, taxis, 

parking, tolls, overnight accommodations and meals. Reimbursements are to be made 

according to current organizational Human Resources/Personnel Policies and may not 

exceed the Provincial Government rates.  Travel needs to be broken down as follows:

Mileage, location(s), tolls;

Accommodation and meals (include number of nights);

Parking; and

Taxi total and locations.

Out-of-province travel must be negotiated with your Coordinator in advance. 

International travel is not eligible.

Operational-Standard Eligible Costs
Professional Fees Fees to third party via contract to obtain a service (e.g., IT/website maintenance, 

resource people). 

Honoraria Costs may be included for special payments for guest speakers, resource persons 

and/or subject matter experts at reasonable labour market prices. 

Equipment Costs associated with equipment rental or copier and telecommunication charges. 

Does not include purchasing equipment (e.g., computers, printers).

Completing the Itemized Budget Breakdown
When completing the Project Proposal, applicants must provide a detailed itemized budget breakdown. This workbook includes three categories:

•	Program Delivery Costs

•	Operational Costs

•	Administrative Costs

In addition to completing the Project Budget section of the self-serve LaMPSS application form, please attach this completed workbook to your 

application in the Supporting Documentation section, after selecting the document type “Itemized Budget Breakdown” from the dropdown list.  

The Itemized Budget Breakdown is a mandatory attachment.

NOTE:  When completing the Project Budget section of the self-serve application, please note that all expenses should be entered in the 

budget with the portion of HST included that is not reimbursed from Canada Revenue Agency.

Eligible Costs are provided in the following table:

Salaries and Benefits

Travel

Provincial Government Rates:

KM Rate = $0.4615

Breakfast = $8.00

Lunch = $15.00

Dinner = $20.00



Facility Lease/Rent Costs may include project office space, meeting rooms, etc. In the case of project 

office space, provide cost per square footage. 

Advertising/Promotion Advertising, signage, catalogues, etc., may be included.

Office Supplies Costs for supplies used to run the day-to-day operations of the project (e.g., postage, 

paper, ink cartridges, stationery) may be included. Provide average expense per 

month. 

Resource Materials Costs associated with resources required to complete the project may be included 

(e.g., books, videos, instructional guides) for both staff and participants. Costs may 

also include printing, reproduction and distribution of resources. Provide breakdown 

of items and associated costs. 

Other Operational Costs May be considered.

Administrative Eligible Costs (UP TO a maximum of 15% of Program Delivery & 

Operational Costs subtotal)
Admin-Inclusive Costs (Excluding Administrative Staff 

Salaries and Benefits included below)

Costs associated with the administration of the project (excluding salaries and 

benefits for any administrative staff which are to be included in the section below) 

which guide and enable effective project delivery, by providing support through 

overall governance, management, planning, finance, communications, human 

resources and information technology (e.g., bookkeeping and auditing, administrative 

staff costs, project related legal costs).

Costs include administrative staff salaries, wages will be negotiated with organizations 

by position based on a defined number of hours per week and an agreed hourly wage 

before finalizing the agreement. The RPL & Labour Mobility Unit reserves the right to 

refuse a salary if hours seem disproportionate or it is determined to be 

disproportionate to industry standards.

The total approved administrative staff wages, per annum/hourly wage, for each 

individual position included in the agreement cannot be exceeded unless approval is 

secured from the Coordinator. Any change in budgeted staff (e.g., a position becomes 

vacant) should be communicated to the Coordinator at the time of the occurrence 

and reflected in the financial reports. 

Other Human Resource Benefits (HRBs) include: health, dental, insurance premiums, 

pension and RRSPs. A maximum contribution of 50% of the non-MERC benefit cost 

(employer contribution) is eligible for funding, up to a maximum of 4%.

NOTE: The total approved benefit amount for each individual position included in the 

agreement cannot be exceeded unless approval is secured in advance from the 

Coordinator.

Administrative Staff Salaries and Benefits


