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A.3 Cash Advances 

Faculty or staff may request a cash advance through Western’s online travel and expense 
module to cover expenditures that must be purchased in advance of travel and therefore are 
not yet eligible for reimbursement. 

Unused cash advance funds must be repaid to the University immediately upon returning 
from travel or as soon as the funds are no longer required for their original intended use. 
Individuals who fail to clear cash advances within sixty (60) days following the completion of 
the activity will have no further expenses reimbursed until the advance is cleared. Expense 
reports to clear outstanding advances must be submitted before any further expenses are 
paid. Failure to submit an expense report or repay funds to clear a cash advance will result in 
outstanding amounts reported as taxable income to the recipient.  

A.4 References and Contact Information  
 
Training sessions on Western’s Travel & Expense Reimbursement 
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B. General Information 
 
B.1  Travel Payment Method s 

B.1.1 Direct Billing 
 

Direct billing is available for flight and rail tickets booked through Western’s preferred travel 
vendor, FCM Travel Solutions. No expense report is required because the charge is paid 
directly by Western; however, a copy of the flight or rail itinerary should be included with the 
claim for other travel expenses related to the trip.  

B.1.2 Western Travel Card 
 

Western’s Travel Card is recommended as the primary payment method for travel expenses 
incurred by Western employees. The Travel Card is paid by the cardholder personally, unlike 
the Purchasing Card (“PCard”) which is paid by Western directly. The cardholder must submit 
supporting documentation for reimbursement of expenses charged to the Travel Card, and 
make payment within the terms of the card to avoid late charges. Late charges due to late or 
unclaimed expenses will not be reimbursed by Western. 

Additional information regarding Western’s Travel Card may be found here: 
http://www.uwo.ca/finance/forms/docs/procurement/procurement_card_guidelines.pdf 

B.1.3 Personal Debit or Credit Card 
 

Travellers may use a personal debit or credit card to incur travel expenses, and submit 
supporting documentation for reimbursement. Late charges due to late or unclaimed 
expenses will not be reimbursed by Western. 

B.2 Reimbursement Methods  
 

Faculty and staff should use Western’s online travel and expense module to submit expense 
reports. 

Expense reimbursements and cash advances to faculty and staff will be made in Canadian 
dollars. The default payment method is direct deposit to the Claimant’s bank account as set 
up in My Human Resources (https://www.myhr.uwo.ca).  

Visitors can submit travel and expense reports using the paper form since these individuals 
do not have access to Western’s online travel and expense module; or the report may be 
submitted by a Western employee delegate using the electronic Guest/Student Expenses 
form in PeopleSoft. 

Visitors from outside of Canada may claim reimbursement of expenses in the currency of 
their home country. Payment method will be determined based on the country and currency 
of reimbursement. 
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B.3 Approval Workflow and Roles and Responsibilities  

B.3.1 Approval Workflow 
 

Expense reports and cash advances require one-over-one approval.  

The most senior person present must claim expenses for a group. If the most senior person 
is unable to incur the expense personally, the same approvers that would have been required 
must still approve the expense report had the most senior person submitted the claim. 

Expense reports and cash advances must be approved by the department budget owner (or 
delegate) and the Principal Investigator for the use of research funds. The Principal 
Investigator may not delegate signing authority for expense reports or cash advances. 

Acceptable forms of approval are either written signature or approval via Western’s online 
travel and expense module by the authorized individual. Signature stamps will not be 
accepted. 

B.3.2 Roles and Responsibilities 
 
Claimant 
 

It is the Claimant’s responsibility to: 

- ensure that claims for expenses are in accordance with relevant policies and procedures 
of the University, funding source, faculty, and department; 

- submit expense reports for legitimate University business expenses within sixty (60) 
days of the end of travel or the receipt of eligible goods reimbursable under these 
procedures; 

- only request reimbursement of expenses that were incurred by the Claimant personally 
and not reimbursed by another source;  

- submit a claim and all supporting documents to the expense report Approver; and 
- repay any payment of ineligible expenses. 

 

Claimants may delegate authority to create and submit claims on their behalf but this does 
not relieve the Claimant of their responsibilities. The delegate may not be the same individual 
as the department budget approver. 

Approver 
 

It is an Approver’s responsibility to:  

- ensure expenses are in accordance with relevant policies and procedures of the 
University, funding source, faculty, and department; 

- only approve expenses incurred for legitimate University business purposes as detailed 
on the expense report; 

- verify that all supporting documentation is included with an expense report before 
approving the claim; and 

- forward all supporting documentation to Financial Services upon final approval of 
expense report. (Note that future reimbursements to the Claimant may be withheld if 
Financial Services does not receive receipts within this timeframe). 

 
Department budget approvers may delegate travel and expense approval authority but a 
Principal Investigator may not. 
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B.4 Supporting Documentation 

B.4.1 Documentation Requirements 
 
The below tables outline the minimum information/



PROCEDURES FOR POLICY 2.16 – Travel & Expenses Reimbursement  

Page 7 

Expense 



PROCEDURES FOR POLICY 2.16 – Travel & Expenses Reimbursement  

Page 8 

C.  
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Where a personal vehicle is used on approved University business, the owner must ensure 
that personal automobile insurance is adequate. A minimum of $2,000,000 third party liability 
is recommended. 

C.1.4 Other Transportation Costs 
 

Taxi, Uber, Lyft, and other transportation fares required for business travel are reimbursable 
expenses. 

Parking while travelling off-campus is an eligible expense. 
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Canada (CAD) United States  (USD) Outside North America  (CAD) 

 1-30 days  31+ days  1-30 days  31+ days  1-30 days  31+ days  

Breakfast  $15.00  $11.25 $15.00  $11.25 $17.00 $12.75 

Lunch  $20.00  $15.00 $20.00  $15.00 $28.00 $21.00 

Dinner  $30.00 $22.50 $30.00 $22.50 $40.00 $30.00 

Daily 
Maximum  

$65.00  $48.75 $65.00  $48.75 $85.00 $63.75 

 
For travel in excess of 30 consecutive days in a single location, meal allowances will be 
reduced to 75% of the above rates starting on the 31st day. 

Faculties and departments may set lower meal allowances as appropriate (such as a group 
of travellers doing field work where groceries will be less than the above allowances) but 
must do so in advance of the travel and ensure the rate is appropriately documented and 
communicated with the traveller(s). 

A meal allowance is not eligible for reimbursement where the meal is already included in the 
price of the transportation fare, conference fee, accommodation charge, or other. 

Travellers also have the option to be reimbursed actual meal costs as supported by original, 
itemized receipts and proof of payment. The maximum that will be reimbursed (including tax 
and gratuities) is the Treasury Board of Canada Travel Directive amounts for meals. 

- Maximum meal rates for Canada and the United States are posted at http://www.njc-
cnm.gc.ca/directive/d10/v238/s659/en#s659-tc-tm.  

- Maximum meal rates for travel outside of Canada or the United States are posted at 
http://www.njc-cnm.gc.ca/directive/app_d.php?lang=eng. 

 
Note that where original, itemized meal receipts (including proof of payment) are lost or 
otherwise unavailable, meal allowance amounts will be reimbursed.  

This section applies to individuals claiming meals for legitimate University business purposes 
and does not apply where the meal is considered hospitality. Please refer to Section C.3.3  
Hospitality. 

C.3.2 Alcohol and Cannabis 
 

Alcoholic beverages are considered acceptable expenditures where consumption is nominal 
or moderate but may not be charged to external research funding. Nominal or moderate 
consumption is considered by the University to be one (1) alcoholic beverage per person per 
meal or event.  

In all cases where alcohol is served by or on behalf of the University, MAPP 1.33 Campus 
Alcohol Policy must be followed 
(https://www.uwo.ca/univsec/pdf/policies_procedures/section1/mapp133.pdf). 

The University will not reimburse expenses for cannabis or its derived substances.  
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C.4
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Gifts and Awards to Employees 
 

Gifts and awards to employees may be eligible in extenuating circumstances only, such as a 
long service award or retirement gift. Considering budgetary constraints and the perception of 
gifts to employees, faculties and departments should exercise prudence when considering 
the appropriateness of such items. In addition, Western has specific government reporting 
requirements to Canada Revenue Agency and the administrative cost to record taxable 
benefits resulting from gifts and awards are high. 
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E. Ineligible/Non-reimbursable Expenses 
 
The below expenses are not reimbursable under the procedures for the MAPP 2.16 Travel & 
Expense Reimbursement Policy. 

�ƒ Passport or permanent visa related costs 

�ƒ NEXUS border clearing costs 

�ƒ Lost, stolen, or damaged personal items 

�ƒ Expenses of a spouse, partner, or family member accompanying the Claimant without a valid 
University business purpose 

�ƒ Hospitality, incidental or food expenses for consultants and contractors (in accordance with 
the Broader Public Sector Accountability Act and Directives) 

�ƒ Cannabis or its derived substances 

�ƒ Fines or service charges under any circumstances, including parking or speeding fines, late 
payment charges (e.g. interest) on either personal credit card or Western Travel Card, etc.  

�ƒ Personal entertainment expenses including, but not limited to, movies, hotel exercise 
facilities, cultural and sporting events, magazines, 


