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ReloFact: Finances Guide 

Please note that a revised Relocation Directive has taken effect as of April 1st, 2021. In order to determine your 
entitlements, please take note of the following:

• If the movement of your HG&E is on or after April 1st, 2021, see Part A
• If the movement of your HG&E is prior to April 1st, 2021, see Part B 

Part A – HG&E moved on or after April 1st, 2021 
Members generally have a two-year time limit from the COS date or the date that Household Goods & Effects (HG&E) is 
authorized to be moved – whichever is later – to incur relocation expenses and make claims for reimbursement. Moves 
to an IPR have special time limit rules. Expenses incurred within the two-year time limit may be reimbursed like a regular 
posting, however, IPR moves may have a time limit extension if DCBA grants an extension due to any reasons listed in 
Article 14.2.05.

For more information on claims, expenses, and receipts, please review Section 2.9 of the Relocation Directive.

Understanding Your Finances

The Finances tab on the Member Secure Website (MSW) is an important tool you will need to utilize throughout your 
relocation. You can request advances, create expense claims, view your Budget and estimates, Payment History, and 
Final Statement of Account. This document will explain the step-by-step instructions on how to do so on the MSW.

Tracking your Expenses and Submitting Claims

Throughout your relocation, you are encouraged to keep track of all expenses, keep receipts, and request advances prior 
to incurring costs so that you will not be out of pocket.

The general steps related to your expenses include the following:

• Review the My Budget page on the Finances tab on your MSW. Based on your PRA and Move Profile, the My 
Budget page presents your budget and helps you gain an understanding of the estimates for various activities 
throughout your move. As claims are processed, you can compare your estimated and actual expenses. 

• Information entered on your Move Profile should be kept up to date to ensure the most reliable information is 
generated on the MSW. Any updates to your Move Profile are automatically reflected on your My Budget page, 
giving BGRS the necessary information needed to process your claims.

• Prior to incurring an expense, you can request an advance of funds from BGRS so that you will not be out of  
pocket.

• Pay for relocation expenses and keep the necessary receipts.
• Submit a claim.
• Funds are sent to you based on your advance and claim submissions. Throughout your move, you can view what  

has been advanced to you and what you have claimed on the Payment History page. You will only receive funds 
when the total funds approved in your claims are greater than your outstanding advanced funds. At the end of 
your move, if you have an outstanding advance balance, you will need to return those funds to the Crown.

• At the end of your move, BGRS will send you an email asking you to confirm that you are at destination and to 
confirm your Final Statement of Account. If you have an outstanding balance that was advanced to you, you will 
be sent instructions on how to return those funds.
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My Budget

The My Budget tab shows you all the available funding in your Custom Account. Here, you can also view the estimate for 
various expenses you may encounter during your move, as well as the actual amounts claimed to date. Please note that 
estimates are based on common relocation scenarios.
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What are advances?

Start your move by requesting advances for anticipated expenses. The purpose of requesting an advance is to have 
the appropriate amount of funds available to you as needed, throughout your relocation. Advances will need to be 
substantiated by claims. At the end of your move, if you have an outstanding advance balance, you will need to return 
those funds to the Crown.

How do I submit an advance request?

Step 1: On the MSW, under Move Planner select Finances.

Step 2: From the top menu, select the Advances tab.

Step 3: Click on Request Advance.

Step 4: Choose the appropriate expense category for the advance you are requesting.

Step 5: Click on Select to finish.
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Step 6: Fill in the required information. Note: You will find a list of estimated amounts under the My Budget tab.

Step 7: Select either Save (to save as a draft) or Submit (when ready to do so).

*Note: We have included screen shots to help you better understand the process.

Once an advance request has been made to BGRS, it will be reviewed and either approved or rejected. If approved, 
BGRS will make a request to have the amount paid to you via Electronic Funds Transfer (EFT) to be available prior to 
incurring relocation expenses. If rejected, you will receive notification from BGRS indicating the reason(s) why.
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What are Claims?

A claim is a request for reimbursement of expenses in accordance with the Relocation Directive. All claims must be 
submitted through the MSW or through the mobile app. Claims, once approved, will go towards any outstanding advances 
on your file until the balance is cleared.

Claims can be submitted throughout the steps of your relocation. For example, once you have finished your House 
Hunting Trip (HHT), submit a claim for all expenses incurred during your HHT. Explore the Claims section of the 
Finances tab on the MSW to help you understand the types of claims you may create.

How do I submit a claim?

When you login to the MSW, click on Finances under the Move Planner section. From the top menu, select Claims, and 
then Start a Claim. You will then be asked to choose the appropriate claim type. 

What type of claim would you like to start?

You are given the option of six claim types. Choose the type you wish to submit:

• Travel
• Includes House Hunting Trip, Destination Inspection Trip, Move to Destination, Unaccompanied Travel, Spousal 

Employment Trip



6

Next, choose House Hunting Trip

• Return Trips
•  Includes Return Trip to Assist, Return Trip to Finalize Sale, Return Trip to Long-Term Storage

• Home Expenses
• Includes Home Purchase, Home Sale, Reverse Temporary Dual Residence Assistance, Temporary Dual 

Residence Assistance
• Rental Expenses
• Miscellaneous / Others

• Includes Foreign Costs, Real Estate Incentive, Spousal Employment Services, Sundry & Specialized,  
Utilities, Vehicle

• Movement Grant 

Throughout the claim submission process, you will be asked a series of targeted questions to customize your claim to 
your individual situation. Optimized to make your experience more efficient, our user-friendly interface includes several 
features to help you understand what we need to see from you as you are creating your claim in real time. Depending on 
the expenses you select, we will specify which documents we need you to upload in order to successfully process your 
claim.

Example: Submitting an HHT Claim

For the purposes of this guide, we will show you an example to help get you started – an HHT claim.

Start by selecting Travel.



7

Here, you will be asked a series of questions to help us better understand the specifics of your claim.
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In the Meals & Incidentals section, you are able to customize your meal selection, OR…
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…you can select the simplified Meals & Incidentals that are pre-determined based on your previous selections.

Review your claim before submission on the HHT Claim Summary page.
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Payment History

The Payment History tab shows you advances and claims that have been processed by BGRS, including the amounts 
that have been approved for processing. You can keep track of funds that have been sent to your bank account, as 
advances and offsetting claims are processed throughout your move.

Claims related to Home Equity Assistance (HEA) and Real Estate Incentive (REI) are reimbursed to you by the CAF.
When the balance of outstanding funds advanced to you is greater than your approved claims, you will not receive any 
funds for your current claim. The amount of funds sent to you is offset by the amount already provided in your approved 
advances. When a claim is processed the amount sent to your bank will depend on the total funds advanced to you in the 
past. You can view your outstanding balance in the Advance Balance section highlighted below.

For example:

• If you submit an advance for $100 and then a claim for $100, BGRS will have sent you $100 and you have an         
Advance Balance of $0.

• If the order was reversed and you submitted a claim for $100 and then later an advance for $100, BGRS will have         
sent you $200, resulting in an advance balance of $100.

• If you submit an advance for $500, and then a claim for $800, the approved expenses from your claim will clear        
the advance balance and you will receive the difference for $300.
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At the end of your move, if you have an outstanding advance balance, you will need to return those funds to the Crown.

Final Statement of Account

Once your move is complete, you will be prompted to go to the Final Statement of Account (FSA) tab in the Finances 
section of the MSW, where you will need to confirm that you are at destination. In the FSA, you can review a summary of 
your finances and click the checkbox to confirm that your relocation is complete.

If you have certified that your FSA is correct, but still have claims to submit, you can still do so after.
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We’re here to help

Whether you are requesting an advance of funds, submitting a claim, or notifying us that your move is complete, the MSW 
provides you with all the resources you need to successfully complete a door-to-door move.

Should you require any help, just send us an email at info@bgrs.ca. We’re happy to help.

Part B – HG&E moved prior to April 1st, 2021

Understanding Your Finances 

The Finances tab on your Member Secure Website (MSW) is an important tool you will need to utilize throughout your 
relocation. You will be able to request advances, create expense claims, view your budget and estimated costs, payment 
history, and final statement of account. This document will help to explain step-by-step instructions on how to do so on 
your MSW.   

Your Move – Tracking your Expenses and Submitting Claims  

Throughout your relocation, you are encouraged to keep track of all expenses incurred and to request advances so that 
you will not be out of pocket. 
 
The general steps related to your expenses include the following: 

• Review the My Budget page on the Finances tab on your MSW. Based on your PRA and Move Profile, the 
My Budget page presents your budget and helps you gain an understanding of the estimated costs for various 
activities throughout your move. As claims are processed, you can compare your estimates and actual expenses. 

• Information entered on your Move Profile should be kept up to date to ensure the most reliable information is 
generated on your MSW. Any updates to your Move Profile are automatically reflected on your My Budget page, 
giving us the information we need to process your claims. 

• Prior to incurring an expense, you can request an advance of funds from BGRS so that you will not be out of 
pocket. 

• Pay for relocation expenses and keep the necessary receipts.  
• Submit a claim.  
• Funds are sent to you based on your advance and claim submissions. Throughout your move, we track what has 

been advanced to you and what you have claimed on the Payment History page. You will only receive funds 
when the total funds approved in your claims are greater than your outstanding advanced funds. At the end of 
your move, if you have an outstanding advance balance, you will need to return those funds to the Crown.  

• Continue the above process as you move throughout the relocation process and incur related expenses.  
• When it looks like you are at the end of your move, we will send you an email asking you to confirm that you are 

at destination and to confirm your Final Statement of Account. If you have an outstanding balance that was 
advanced to you, we will send instructions on how to return those funds. 

My Budget 

The My Budget page shows you all the available funding in you Custom and Personalized components. Here, you  
can also view the estimate for various expenses you may incur on your move as well as the actual amounts  
claimed to date.  
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What is an advance? 

Start your move by requesting advances for anticipated expenses. An advance is funds requested prior to incurring an 
expense. The purpose of requesting an advance is to have the appropriate amount of funds available to you as needed, 
throughout your relocation.  

How do I submit an advance request? 

Step 1: On the MSW, under Move Planner select Finances. 

Step 2: From the top menu, select Advances. 

Step 3: Click on Request Advance. 

Step 4: Choose the appropriate expense category for the advance you are requesting. 

Step 5: Click on Select to finish. 
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Step 6: Fill in the required information. Note: You will find a list of estimated amounts on the My Budget tab. 

Step 7: Select either Save (to save as a draft) or Submit (when ready to do so). 
 
Note:   We have included screen shots to help you better understand the process. 
Once an advance request has been made to BGRS, it will be reviewed and either approved or returned. If approved, 
BGRS will make a request to have the amount paid to you via Electronic Funds Transfer (EFT) to be available prior to 
incurring relocation expenses. If returned, you will receive notification from BGRS indicating the reason for being returned. 
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What is a claim? 

A claim is a request for reimbursement of expenses in accordance with the Relocation Directive. All claims are to be 
submitted through the MSW or through your mobile app. 

Claims can be submitted throughout the steps of your relocation. For example, once you have finished your House 
Hunting Trip (HHT), you will submit a claim for all expenses incurred during your HHT. You can explore the claims tab on 
the MSW to understand the types of claims you may make. 

How do I submit a claim? 

On the MSW, under Move Planner select Finances. From the top menu select Claims.  

What type of claim would you like to start? 
Here, you are given the option of six claim categories. Choose the type you wish to submit: 

• Travel
• Includes House Hunting Trip, Destination Inspection Trip, Move to Destination, Unaccompanied Travel,               
• Spousal Employment Trip 

• Return Trips o Includes Return Trip to Assist, Return Trip to Finalize Sale, Return Trip to Long-Term Storage 
• Home Expenses 

• Includes Home Purchase, Home Sale, Reverse Temporary Dual Residence Assistance, Temporary Dual               
Residence Assistance 

• Rental Expenses 



18

• Miscellaneous / Others
• Includes Foreign Costs, Real Estate Incentive, Spousal Employment Services, Sundry & Specialized,  

Utilities, Vehicle 
• Movement Grant 

Throughout the claim submission process, you will be asked a series of targeted question to customize your claim to 
your individual situation. Optimized to make your experience more efficient, our user-friendly interface includes several 
features to help you understand what we need to see from you as you are creating your claim in real time. Depending on 
the expenses you select, we will specify exactly which documents we need you to upload in order to successfully process 
your claim. 

Example: Submitting an HHT Claim 

For the purposes of this guide, we will show you an example to help you get started – an HHT claim. 

Start by selecting Travel. 

Next, choose House Hunting Trip.
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Here, you will be asked a series of questions to help us better understand the specifics of your claim. 
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In the Meals & Incidentals section, you are able to customize your meal selection, OR… 
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…you can select the simplified Meal & Incidentals that are pre-determined based on your previous selections. 

Review your claim before submission on the HHT Claim Summary page. 

Payment History 
 
The Payment History tab shows you advances and claims that have been processed by BGRS, and the amounts that 
have been approved for processing. Here you can see how the flow of funds to your bank account, as advances and 
offsetting claims are processed throughout your move.  

Certain claims will not appear in this section. For example, Home Equity Assistance (HEA) and Real Estate Incentive 
(REI) are reimbursed to you by the CAF.

Please note that when the outstanding funds advanced to you is greater than your approved claims, you will not receive 
any further funds. The amount of your approved claims is offset by the amount already provided in your approved 
advances. When a claim is processed the amount sent to your bank will depend on the total funds advanced to you in the 
past. You can view your outstanding balance on the in the Advance Balance section  highlighted below. 

At the end of your move, if you have an outstanding advance balance, you will need to return those funds to the Crown.  



23

Final Statement of Account 
 
Once your move is complete, you will be prompted to go to your Final Statement of Account. Here, you will need to 
confirm that you are at destination. In this section you can review a summary of your finances and click the checkbox to 
confirm that your relocation is complete. 
 
It is important to note that once you click this checkbox, it cannot be unclicked without contacting BGRS. 



24

We’re here to help 

Whether you are requesting an advance of funds, submitting a claim, or notifying us that your move is complete, the MSW 
provides you with all the resources you will need to successfully complete a door-to-door move. 

Should you require any help, just send us an email at info@bgrs.ca. We’re happy to help.

This ReloFact is a general guide, meant for informative purposes only. The Relocation Directive remains the authority for 
the reimbursement of relocation expenses and referring to it for eligibility prior to incurring expenses is encouraged. 

Don’t worry – if you incur future eligible expenses, you may still submit a claim which will be processed in accordance with 
the Relocation Directive. 


