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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:

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

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

e The trip is lengthy which precludes being reimbursed for the requested portion of
the advance before credit card charges can be paid

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

e 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-

|II

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:

e Travel Authorization Form

e Travel advance request Form, if an advance was issued

e Receipts supporting all expenditures

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

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

APPLICATION FOR FACULTY TRAVEL

DATE:
Last name: . * | First name:
Rank: Department;
Phone Exl.

REASON FOR TRAVEL: (Indicate which of the following)
Department Business

Research

Conference
Paper/Poster (Title)
Panel Representative
Qther

Altach any additional information you have regarding your reason for travel {i.e., Conference Brochure)

DETAILS:
Destination

Dates for Travel

How many classes will be missed?

What provisions have been made
to cover your classes and other dutles?

Do you have a University Blackberry/iPhone?

Traveling outside of Canada?

You must arrange for Roaming Travel Plans through Help Desk prior to leaving the country,

- Roaming includes: Data {emall, surfing the web), Voice (talking on the phone), Text Massages.

COSTS (e.g. per diem, tax, etc) TRANSPORTATION (air fare economy)
Registration Fee:
Costs:
TOTAL:
R R S P L S R LR L R .)’..3 L S R S -rf
SOURCE OF FUNDING ACCOUNT # FUNDS ADVANCE ADVANCE i
REQUESTED REQUESTED AMOUNT ;
O TPDA $ D YES O NO|% g:
N ;
O Research/Travel Account $ OYES ONO(S ]
I O Other (specify) $ U YES O NO|S :

If an advance against TPDA is requested, please forward this form to the Vice-FPresident {Academic) Office, 3C21
if an advance against a research, travel or other account is requested, please forward this form to the Financial Services Office — Rice Bldy

— e e

Signature of Applicant:

I approve of the travel and provisions made o cover classes

Department Chair: Date:
DeanfUniversity Librarian: Date: .
DM TG

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

APPLICATION FOR EMPLOYEE TRAVEL

Fetirn complered form 1o yowr Supervisor for final approval

DATE:

Last name: First name:

Department: Phone Ext.

REASCN FOR TRAVEL: {Indicate which of the following)

Department Business

Conference (Title)

Attaeh any additional information you have regarding your reason for travel {i.e., Conference Brochurg)

DETAILS:
Destination

Dates for Travel

COSTS {e.g. per diem, taxi, etc) TRANSPORTATION (air fare economy)

Registration Fee:

Costs:
TOTAL:
Source of Funding? Account Number:
Advance Requested?  No 0 Yes {If Yes, specify amount)

Do you have a University Blackberry/iPhone?
Traveling outside of Canada?

You must arrange for Roaming Travel Plans through Help Desk prior to leaving the country.

- Reaming includes: Data (email, surfing the web), Voice (talking on the phone), Text Messages.

Signature of Applicant; Date:

1 approve of the travel

Area Supervisor: Date:

051713

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

‘E‘ THE UNIVERSITY OF UNIVERSITY TRAVEL EXPENSE CLAIM
H [ W—I N N [ P E C For airpanz=s inowred while raveling on Liniersty business

i (=22 Page Two foringrudions)

D i Dl o Traet

Artre

WEEPs DEm FNANCE USE ONLY Erter Here
e —

Ogher Travel

m“i!gmfohllhn!e:mubd (NFORMATION ISEN TERED ON PAGE I}
Lile g - Gemers - Oher Traep 0
M =pe - Frof Dev - O er Trensp orosaon TE20
0 TAL TRA VEEL EX PENDITURES:

" Zas il on Fege One () F sddions e ssre ragued

Depariment Name Dot (4Digis) (4 Digis) Amaunief)

A dame Award ( Diigiss) Amaunief)

Mol Pz ese e whi Ch S e SO mp i Se e ks in ssecion by masdng Tem

Wih e comespording Ine leser inthe CA -

un 8 bove

TOTALFUNDING: Comt Al ton - ToBe Completed by Firam @ S viots:

Pemrstyy ey T hie e b ComeC eieen S e rmes e f o U e rey sl Bogound Dearimett  SubDenarimet Award Amonit 5}
sl st b o | ot e e from e yoher soroe

Prict Mame

izimanss Signaure: Date:

[Restorizing Sigrater e:

[Mota: duthosiziag shpna s o
30 the Clalmant

the Daan or Chalr F tha min burs

P vew LwWirmiipegLcainanci bser v iestorms nam Fiewised May 7. 2018

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