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c) approval of the claimant certifying all information is correct; and 
d) approval of the claimant’s one-over-one authority. 
 

9.00 Individuals should not claim travel and business expenses on behalf of other employees, 
other than student group leaders, in order to facilitate appropriate approvals and the 
Statement of Financial Information reporting. When this is impractical, expenses should 
be claimed by the most senior employee and the name(s) of those participants must be 
submitted on the expense claim.     

 
Prepaid Expenses 

10.00 Airfare, accommodation, and conference fees that are paid prior to a trip may be 
submitted on an expense claim after purchase and prior to the start of the trip.  
 
Receipts 

11.00 Receipts and other supporting documents are required as evidence of payment except 
when claiming per diem allowances such as meals, private vehicle usage, and incidentals 
as set out in Appendix 1. Other evidence indicating the travel occurred includes airline 
boarding passes, travel itineraries, hotel bills, conference programs, and other 
supporting documents. Occasionally, credit card statements may also be submitted to 
confirm evidence of payment, although travelers should redact credit card numbers and 
any other unrelated transactions. Lost receipts may be considered by completing the 
Lost/Missing Receipt Form certifying that the expense occurred and supporting 
documentation is unavailable. 
 
Foreign Exchange 

12.00 Expenses expressed in foreign currencies are normally to be converted to Canadian 
dollars based on Bank of Canada exchange rates. Alternatively, the traveler may submit 
receipts from a currency exchange or provide a copy of their credit card statement (card 
number and non-related transactions redacted) to confirm the actual exchange rate 
applied.  
 
Travel Advances 

13.00 Travel advances will only be issued in the following circumstances: 
 

1) When approved for one or more of the following reasons: 
 

a) the travel will be to a remote (usually overseas) location where credit cards are 
not generally accepted; 

b) due to the nature of the expenditures, they are unlikely to be paid by credit card; 

c) the lengthy duration of a trip precludes being reimbursed before credit card 
charges must be paid. 

2) When approved by the FAST account holder, to a maximum of $5,000, for a student 
or staff member lacking credit card availability. 
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3) When approved in other extenuating circumstances or in excess of $5,000, by one of 
the Director of Payment & Banking Services, Director of Research Accounting, 
Executive Director of Financial Services, an a
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21.00 Vice-President approval of Business Class airfare is not required in rare circumstances 
where a grant or contract explicitly allows for Business or First Class airfare. 
 

22.00 Flight cancellation insurance is highly recommended and is considered an allowable 
expense. In the absence of cancellation insurance or a travel credit, the university may 
cover the costs of cancelled flights in extenuating circumstances beyond the traveler’s 
control.  
 

23.00 Airline change fees are allowable in circumstances beyond a traveler’s control. 
 

24.00 Seat selection and checked baggage fees are allowable expenses. 
 

25.00 Airport lounge access fees and discretionary carbon offset fees (paid by an individual) 
are not allowable expenses.  
 

26.00 The value of Frequent Flyer Points will not be reimbursed when used to pay for air 
travel. 

    Rental Vehicles 
27.00 Rental vehicles are an allowable expense when justified to save time or reduce costs and 

not as a matter of personal convenience. Rentals must be non-luxury models with 
intermediate or compact size utilized unless a number of employees (excluding family 
members) are travelling together or local conditions warrant a more substantial vehicle. 
Travelers should take advantage of CAUBO (https://www.caubo.ca/discover-
caubo/member-discounts/car-rentals/) preferred vehicle rental rates.  

 
28.00 Many credit cards, including the American Express Corporate Card, provide insurance 

that allows the traveler to decline the Collision Damage Waiver.      
 
 Private Vehicles 
29.00 

https://www.caubo.ca/discover-caubo/member-discounts/car-rentals/)
https://www.caubo.ca/discover-caubo/member-discounts/car-rentals/)
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Other Transportation Expenses 
33.00 

https://www.caubo.ca/discover-caubo/member-discounts/hotels/
https://www.caubo.ca/discover-caubo/member-discounts/hotels/
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Appendix 1 – Travel Expense Rates 

Meal Per diems May 1, 
2024 
(no receipts required) 
See section 42:00 

   
 Travel within Canada               International travel    
                                              (outside Canada)                                    

Breakfast $18 ($Cdn) $18 ($USd) 
Lunch $20 ($Cdn) $20 ($USd) 
Dinner $42 ($Cdn) $42 ($USd) 
Total $80 ($Cdn) $80 ($USd) 
  
Private vehicle usage  
(no receipts required) 
See section 29:00 

Canada Revenue Agency prescribed rate 
(see: CRA Reasonable Per-kilometre Allowance) 

https://www.canada.ca/en/revenue-agency/services/tax/businesses/topics/payroll/benefits-allowances/automobile/automobile-motor-vehicle-allowances/reasonable-kilometre-allowance.html
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Guidelines for Reimbursement of Home Internet Service Expenses 
 
Procedural Authority: Vice-President Finance and 
Operations 

Effective Date: September 1, 2011 

Procedural Officer: Executive Director, Financial Services Supersedes: New 
 Last Editorial Change: 

 
Parent Policy: Travel and Business Expenses (FM5610) 
 
 

Purpose 
1.00 The purpose of this guideline is to ensure that reimbursement of home internet 

expenses are managed in a consistent and cost effective manner in support of the 
university’s mission. 
 
Scope 

2.00 This guideline applies to expenditures from all sources of funding administered by the 
university although home internet expenses pertaining to research, specific purpose and 
restricted funds may only be incurred if they are permitted by the terms and conditions 
of the funding agreement, award or contract. 

 
 Principles 
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https://www.uvic.ca/vpacademic/_assets/docs/collective-agreement.pdf
https://www.uvic.ca/vpacademic/_assets/docs/collective-agreement.pdf
https://www.uvic.ca/universitysecretary/assets/docs/policies/HR6400_3910_.pdf
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Responsible Use of Information Technology Services (IM7200) 
Signing Authority Policy (FM5100) 
Purchasing Services Policy (FM5105) 
 

https://www.uvic.ca/universitysecretary/assets/docs/policies/IM7200_6030_.pdf
https://www.uvic.ca/universitysecretary/assets/docs/policies/fm5100.pdf
https://www.uvic.ca/universitysecretary/assets/docs/policies/FM5105_1750_.pdf
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