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Pre-authorization 

All travel must be authorized in advance in compliance with the one-over-one approval” 

principle using the “Application for Faculty/Employee Travel Form” (Appendix A and B) 

Advances 

The University may provide a maximum of one (1) travel advance per trip up to 75% of the 

total cost of the trip, but of no less than $500 and no more than $2,000 when: 

 Travel will be to a remote location where credit cards have limited application 

 The nature of expenditures are unlikely to be chargeable to a credit card 

 The trip is lengthy which precludes being reimbursed for the requested portion of 

the advance before credit card charges can be paid 

 The student or staff member lacks credit card eligibility or the required cash 

resources 

 Costs of the trip cannot be pre-paid using the University credit card or the 

University’s travel agent. 

Travel advance requests must be submitted to your supervisor in compliance with the “one-

over-one approval” principle for approval prior to forwarding to financial services for 

payment.  Travel advance requests must include complete supporting documentation. 

University employees are required to submit a travel expense claim form within two weeks 

of return from travel.  The travel expense claim form must include reference to the advance 

received, and include a copy of the travel advance approval form. 
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Reimbursement 

Within 2 week of return from a trip, Faculty/Employees are required to complete the 

“University Travel Expense Claim” form (Appendix C) along with the following 

documentation and information: 

 Travel Authorization Form 

 Travel advance request Form, if an advance was issued 

 Receipts supporting all expenditures 

 Dollar breakdown of accountable advances, amounts prepaid, amount paid via 

University credit card, and resulting amount outstanding to be paid to the traveler 

 General ledger account coding 

The amount paid by the traveler must be clearly indicated on the documentation, and any 

applicable taxes broken out.  Any amounts claimed in a foreign currency must be converted 

to CDN dollars and support provided for the rate of exchange used.  Note:  Visa receipts 

alone are not considered sufficient documentation to support your claim. 

University Travel Expense Claim forms must be signed by the traveler as well as the 

appropriate supervisor in compliance with the “one-over-one approval” principle. 

Further Reference 

Travel, Hospitality & Business Expenditures Policy & Procedures 

Purchasing Policy & Procedures 
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Appendix A 

 

Link:        http://www.uwinnipeg.ca/financial-services/docs/travel-app-faculty.doc 
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Appendix B 

 

Link:  http://www.uwinnipeg.ca/financial-services/docs/Application-for-Employee-Travel-October-16-2014.doc 



 
Accounting Services Guide 
Travel Claims 

 

5 | P a g e  
U p d a t e d  N o v e m b e r  2 3 ,  2 0 1 7     
 

Appendix C 

 

Link:        http://www.uwinnipeg.ca/financial-services/docs/WEB-Travel-Expense-Claim-NEW.xlsx 


