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INTRODUCTION 

The following Travel Expense Procedures are intended to assist University staff and approving 

authorities with determination of reimbursable expenses, preparation of expense claims and the 

provision of general guidelines for travel expense reimbursements.  

 

These procedures apply to all University travel regardless of the source of funding, unless specifically 

indicated otherwise by a donor or granting agency.   In the event that donor or external granting agency 

regulations differ from the University, the donor/agency's regulations shall take precedence.    

For further information in regards to Tri-Agency specific requirements and restrictions for eligible 

expenses refer to: 

http://www.nserc-crsng.gc.ca/Professors-Professeurs/FinancialAdminGuide-

GuideAdminFinancier/index_eng.asp 

 

As a publicly funded institution, Concordia University College of Alberta shall endeavor to use its 

resources wisely and effectively.  Whenever possible, purchases should be made using one of the 

established processes and suppliers in place.   These sources and guidelines are available on the G 

Drive/Information for Faculty and Staff/Financial.  All expenses must be reasonable and reflect 

prudence, good judgement, due diligence and be defensible to an impartial observer.  

 

1.0 EXPENSE GUIDELINES 

1.1 Claimant Responsibilities 

The Claimant is responsible for making travel arrangements that produce the most economical use of 

University resources.  Factors such as cost and time spent travelling should all be considered. 

The Claimant is responsible for retaining all original receipts and other required documentation while 

travelling on university business. 

The Claimant is responsible for ensuring that claimed expenses are in accordance with University policy 

and that Travel Expense Claim forms are properly prepared and submitted according to University 

policy. 

The Claimant must sign the completed Travel Expense Claim form, which signifies that amounts claimed 

are in accordance with this policy. 

Expenses connected with stopovers that are unnecessary for University business or research purposes 

and that are avoidable will be at the claimant’s personal expense. 

http://www.nserc-crsng.gc.ca/Professors-Professeurs/FinancialAdminGuide-GuideAdminFinancier/index_eng.asp
http://www.nserc-crsng.gc.ca/Professors-Professeurs/FinancialAdminGuide-GuideAdminFinancier/index_eng.asp


 

 

1.2 Approval and Signing Authorities 

The Authorized Approver is identified in accordance with the University Organizational Chart or the 

Delegation of Signing Authority on file.    

The Approver is accountable for ensuring that travel is relevant to University business and the 

expenditures are reasonable and in compliance with University policies, procedures and guidelines and 

donor/sponsor restrictions, where applicable.    

Approver is responsible for coding the claim to the correct general ledger account(s) and that sufficient 

funds are available. 

One-over-One Approval is required when the claimant is the Budget Control Officer for the account.   

1.2.1 Research  

Research Trust Compliance Review 

Prior to approval, travel expenses charged to research funding are required to undergo an independent 

review for compliance and eligibility with granting agency regulations and restrictions.  

Authorized Approver (Dean of Research) 

Provide approval only for expenses that were necessary and incurred in the performance of Concordia 

University College of Alberta business 

Provide approval only for claims that include all appropriate documentation and are in accordance with 

University Policy and Research Guidelines 

Research expense claims must not be split between research projects owned by different Principal 

Investigators.   Charges can be attached to more than one project, but the research projects must be 

owned by one Researcher.    

1.2.2 Exceptions 

There may be instances where exceptions to this procedure may be appropriate. Exceptions may only be 

approved by the Dean, Vice President or President in the form of signed authorization submitted to 

Accounts Payable. No exceptions to Research Grants are permitted. 

 

1.2.3 Non Compliance 

 

On occasion, an expense claim may be delayed or rejected and returned to the claimant with an 

explanation. Some reasons (list not inclusive) a claim may be returned are: 

 

• original receipts are not provided 

• incomplete/incorrect accounting 



 

 

• improper signatory 

• purpose of expenditure is not clearly stated 

• cash advances are not entered 

• for travel reconciliation, description does not include trip information and/or flight boarding pass 

• conference registration and events schedule or prospectus are not provided 

• the relationship between the expense and the research project is not clear 

 

These claims must be corrected / approved and returned to Accounts Payable before they can be 

processed and employee reimbursed.   

Travel expenses are also subject to subsequent review and audit that may result in adjustments 

including the possible repayment by the traveler/claimant to the University.   

 
2.0 CLAIM FORMS AND ADVANCES 

2.1. Employee Travel Expense Claim 

An employee must complete an Employee Travel Expense Claim to be reimbursed for any out-of-pocket 

expenses.  A Travel Expense Claim can only be submitted once travel is complete and all required 

supporting documentation is attached.  

Travel and Expense Claims for faculty and staff are reimbursed in Canadian dollars.  If your charges are in 

a currency other than CDN your credit card statement or bank currency exchange slip is required to 

support exchange rate. 

If receipts are in a foreign language translation is to be provided on the receipts.   

Accounts Payable requires ten working days upon receipt of completed expense forms to process 

payment. To avoid delays, please ensure that paperwork is complete and all required signatures are on 

the claim.   

 

2.1.2 Non-employee Travel Expense Payment  

 
Non-employees would include students and individuals with a temporary business relationship with the 

University, such as guest speaking or research collaboration.  Payments for non-employees will be 

processed once travel is complete and upon the receipt of the completed Non-Employee Expense 

Payment Form with all supporting documentation to Accounts Payable.  

Payment of non-employee reimbursements can be made in either Canadian or US dollars depending on 

residency of claimant.  

If research funds are being used to expense this travel payment, the Research Project and Claimant’s 

affiliation to a Grant are required.  Also an explanation of purpose of travel as it relates to the research 



 

 

being funded should be stated. 

 

2.2 Travel Advances 

University employees are encouraged to book travel using the preferred travel service providers as 

outlined in the Travel Policy.   

Employees who travel on behalf of Concordia may wish to minimize the impact of business travel on 

their personal finances by requesting a travel advance to pay for related expenses.  

2.2.1 Travel Advance Repayment 

 

Advances must be accounted for by submitting a Travel Expense Claim to Accounts Payable, along with 

original receipts within ten business days of return. If repayment for any unused portion of the advance 

is due to the University, a personal cheque payable to Concordia must accompany the Travel Expense 

Claim. If an advance is not reconciled as required, future advance requests will be denied. 

 

3.0 TRAVEL EXPENSE REIMBURSEMENT 
 

Only the most economical method of travel will be reimbursed.   When the traveler has, for personal 

convenience, chosen to use an alternate more costly method of travel the maximum reimbursement will 

be based on the lowest cost alternative.   

Concordia has established preferred vendor relationships with travel service providers in order to obtain 

preferred pricing and to reduce the burden of business travel on personal finances.    Where personal 

funds have been used for approved University business travel, the traveler will be required to request 

reimbursement of expenses upon return from the travel.  

To ensure that expenses are captured in the correct fiscal year, Claimant must submit a claim in a timely 

manner within the current fiscal year. Travel Expense Claims should be submitted within ten working 

days of your return.    

 

3.1 Air Travel 
 

Employees are expected to take advantage of advanced purchase fares, seat sales, airline promotional 

discounts and whenever possible use UNIGLOBE, the University’s preferred travel agency when booking 

all air travel.   

The maximum level of reimbursement should not exceed the equivalent of economy airfare for the most 

direct route.  Traveler may select a specific airline or route only if that choice results in obtaining the 

lowest fare rather than on personal frequent flyer program incentives.  



 

 

Additional airfare for stopovers, and other costs not related to University business, are considered to be 

personal expenses of the claimant and will not be reimbursed.   If a portion of the air travel is personal a 

quote from a travel agency or airline website with the most economical choice selected will be the 

maximum allowed for reimbursement.   

Flights purchased with frequent flyer points are not reimbursable. 

Other allowable fees that are reimbursable with receipts are: 

 Entry visa fee and immunizations required for travel outside of Canada and the US 

 Flight cancellation insurance  

 UniGlobe or other travel agency service fees 

 Excess baggage fees as warranted by need 

 Seat selection fees 
 
Travel health insurance for research personnel who do not receive this benefit from their institution 

and/or other sources is reimbursable.  University employees are provided with significant amount of 

coverage for most medical costs outside of Canada.  Employees should ascertain level of risk and may 

purchase additional coverage as needed.  For any questions regarding level of coverage please check 

with Human Resources.  

Fees for flight cancellations or flight changes are reimbursable only if the change was due to work 

requirements.   

Documentation Required 

Original ticket information that outlines the itinerary, cost and applicable taxes and fees from 

either the airline or travel agency must be submitted.  If not booked through UniGlobe, then 

proof of payment, if not documented on the itinerary/receipt, must be supplied. Receipts for any 

allowable fees listed above must be submitted.  Boarding passes are required for all airfare 

claims – electronic boarding passes should be printed and attached to the claim. 

 

3.2 Vehicle Rentals 
 

As a member of CAUBO preferred rates with Enterprise are in place.  Please see the website below to 

compare rates and choose the lowest cost option.  

http://caubo.ca/supplier_contracts/car_rentals   

Vehicle rental is to be limited to a compact, mid-size or full-size vehicle, depending on justifiable need 

and the prudent expenditure of university funds.  For example, several cab rides could be more 

economical than a car rental, gas and parking.  The choice must be able to demonstrate cost savings.    

http://caubo.ca/supplier_contracts/car_rentals


 

 

Reimbursable vehicle rental expenses include the rental fee, the km/mileage rate charged by the rental 

agency, insurance coverage when applicable and fuel costs.   Concordia has non-owned vehicle 

insurance coverage; contact Sharlene (extension #299) for details.  

Concordia will not reimburse for fuel charges assessed if vehicle is returned without being refueled – 

please ensure that the vehicle is returned with a full tank of gas.  

 

It is the responsibility of the driver to ensure he/she understands the car rental agreement and that 

he/she has the appropriate license and that adequate insurance is in place.  Driving rental vehicles in 

violation of any of the terms and conditions of the rental agreement contract voids the insurance.  

Refer to Concordia Travel Policy or contact Sharlene (extension #299) for additional information on 

vehicle rentals and insurance requirements.  

 

Documentation Required 

The automobile original rental agreement or receipt that shows the type of vehicle being rented, 
the breakdown of charges and that the expense has been paid.  Related gas receipts should also 
be submitted.  
 
 

3.3 Private Automobile  
 

Use of a Concordia vehicle (if available and you are an authorized driver), public transportation or a 

rental vehicle is recommended if these are more cost effective options.  When travelling please use the 

least expensive option. 

Private automobiles used for University business will be reimbursed at a rate of 46 cents per kilometer 

up to a maximum of 600 km round trip.   The kilometer rate is subject to review and change.  

This reimbursement includes all expenses incurred by the operator in using his/her own vehicle (e.g. gas, 

wear-and-tear and insurance).  Costs associated with regular inspections, repairs and modifications are 

the responsibility of the employee and will not be reimbursed by the University.  It is the expectation 

that a personal vehicle used while on University business be properly insured, registered and inspected.  

The University is not responsible for reimbursing deductible amounts related to insurance coverage.  

If transporting students then the use of a personal vehicle is discouraged.  Please use a rental vehicle in 

these cases to ensure adequate level of insurance is in place. Concordia holds non-owned vehicle 

insurance coverage and additional insurance provided by the rental agency is not required.   Contact 

Sharlene (extension #299) for details.  

The point at which mileage can be claimed would be from/to the individual’s primary residence or their 

normal place of business depending on where the individual was when they began or returned from the 

trip. 



 

 

Documentation Required 

A log should be attached to each Travel Claim including dates, destination and km travelled.  
 
 

3.4 Meals (Does not include Hospitality) 
 

Expenses for meals while travelling on University business will be reimbursed with actual receipts or per 

diem allowance.   A reimbursement cannot be claimed for meals that are included in transportation, 

conference registration fees or accommodation bookings.    

If claiming receipts, then both the itemized receipt and proof of payment must be submitted.  

Meals charged to hotel rooms must be supported by detailed receipts if being claimed.    

Meal receipts greater than the University’s per-diem rates must be substantiated with original itemized 

receipts that show all items purchased and must be approved by Senior Administration as an Exception.  

Credit card receipts alone are not acceptable without the detailed receipt as they do not provide the 

details of the expense.   If one or both copies of these receipts are missing then only the per-diem 

amount will be reimbursed.   

The purchase of alcoholic beverages is not reimbursable. 

Per diems can be claimed for a full day or partial day based on travel. Claiming a combination of actual 

receipts and per diems on a single trip is not allowed. 

The per-diem breakdown for travel in Canada and the US is as follows:   
 

Breakfast $12 

Lunch $10 

Dinner $28 

Total $50 CDN    

The per-diem breakdown for travel outside of North America is as follows: 

 

Breakfast $15 

Lunch $15 

Dinner $36 

Total $66 CDN 

Documentation Required 

Both the itemized receipt and proof of payment are required if being claimed for reimbursement.  

The itemized meal receipt is necessary to show what was purchased including taxes, while the 

proof of payment would support the total paid including gratuity.  If one or both copies of these 

receipts are missing, only the per diem amounts will be reimbursed. 

If claiming the per diem allowance no receipts are required.  



 

 

 

3.5 Accommodations 
 

Reimbursement is limited to single occupancy rate for standard accommodation, or whatever class of 

accommodation is least expensive.   

Employees normally stay in designated hotels at conference negotiated preferred rates, and 

reservations may be made directly by the employee with the selected hotel/conference organizers. 

When not staying at designated hotels, it is expected that employees would stay at hotels where lower 

room rates are available for equivalent accommodations. 

Accommodation for one night before and after an event is acceptable if the start and end times and 

conference location warrant such travel logistics.   

Choice of accommodation should be based on business travel requirements rather than personal 

membership incentives.    

Concordia employees can access preferred rates for hotels through our CAUBO membership.  The hotel 

rates are posted on the CAUBO website (http://caubo.ca/supplier_contracts/hotels/before_you_book. 

As well, many Campus Residences offer suite/rooms during the summer months. 

Expenses of a spouse, partner, or family member who accompanies a staff member are not eligible 

expenses.  Hotel resort fees are not eligible for reimbursement.  

Documentation Required 

The final hotel folio should be submitted showing detail, payment has been made and the 

outstanding balance is zero.   Non-room charges should be separated from the hotel receipt and 

entered as separate expenses dependent on expense type on the Travel Expense Claim.  Meals 

charged to the hotel room must be accompanied with itemized receipts.  

3.5.1  Private Accommodations 

 

When a friend or relative provides accommodation to an employee a maximum amount of $20/day may 

be claimed in lieu of hotel accommodation for the portion of the stay that relates to University business 

up to a maximum of $300.00 for the entire trip. 

Documentation Required 

Original receipts and detailed description of costs must be submitted with the expense claim. 

 

3.6 Miscellaneous Travel Expenses  
 

 
 

3.6.1 Parking 

Expenses for hotel, airport, and public parking are allowable, with original receipts.   

http://caubo.ca/supplier_contracts/hotels/before_you_book


 

 

Documentation Required 

Original itemized receipts must be submitted unless for metered parking.  To claim just note 
amount and description (e.g. parking meter). 

 
 

3.6.2 Taxi, Bus, Train 

Employees are expected to consider the less expensive form of transportation such as airport/hotel 

shuttle service, bus, automobile rentals, etc.  

Documentation Required 

Original taxi or bus receipts should be submitted along with the claim.     Where expense is less 

than $10.00 and no receipts are available just note description and amount being claimed (e.g. 

bus/train tickets).   

 
 

3.6.3 Telephone, Cellular Phone, Fax, and Computer Connections 

Actual costs of necessary and reasonable business telephone or cell phone calls, faxes and computer 

connections are eligible expenses. Personal long distance telephone calls may be reimbursed depending 

on the length of travel, family situation, etc.  

Documentation Required 

Where applicable the original receipts and/or hotel invoices are to be submitted along with the 

claim.  

3.6.4 Gratuities 

Gratuities for meals must be included in the original receipt if being claimed and are factored into the 

per diem rates so these are not reimbursable.   

Other tips and gratuities are reimbursable, if reasonable and necessary.  

Documentation Required 

Where expense is less than $10.00 and no receipts are available just note description and 

amount being claimed (e.g. hotel valet, bellhop).  

3.6.5 Conference Registration Fees 

Conference registration fee is an eligible expense.  Optional banquet and other activity fees are only 

reimbursable if an integral part of the conference program.   

**Faculty and Academic Staff please see Professional Development Funding Allowance Guidelines.    

Documentation Required 



 

 

The registration form and events schedule are to be submitted to the signing authority, along 

with original receipt and proof of payment.   When the original receipt was not given it is 

acceptable to include an email confirmation of registration along with proof of payment.  The 

conference itinerary and name tag should also be submitted.  

 
 

3.7 Non-allowable Travel Expenses 

 
If the Travel Policy does not say that you can claim an expense, then please do not assume you 

can. 
 
Partial list of ineligible travel expenses: 

 
• passport or immigration fees 
• upgrading to first class or business travel class   
• costs for personal layovers  
• luxury accommodations or resort fees 
• alcoholic beverages 
• interest charges on outstanding credit card balances; 
• traffic and parking fines; 
• cancellation fees for failing to cancel transportation or hotel reservations, unless cancellation was due 
to work requirements and occurred after the cancellation deadline; 
• excess personal baggage or loss or damage to personal possessions of the traveler; 
• equivalent dollar reimbursement for non out-of-pocket costs such as use of airline reward point or 
other rewards programs; 
• hotel pay movies or mini-bar 
• Memberships or access fees to airline lounges 
• expenses for family members of traveling staff, unless pre-authorization has been granted; 
• entertainment expenses (such as airline headsets, movies and sporting events) for the employee while 
traveling 
• any other personal or excessive amounts. 
 
 
 
 
 
 


