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Travel, Meal, Hospitality and Perquisite Expenses Procedure  
  
1.0 PURPOSE  
The purpose of these Procedures is:  

 to set out rules and principles for the reimbursement of expenses to ensure fair and reasonable 
practices and; 

 to provide a framework of accountability to guide the effective oversight of board resources in 
the reimbursement of expenses.  

 

2.0 APPLICATION AND SCOPE  
These Procedures set 
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4.0 MANDATORY REQUIREMENTS – GENERAL   

 Pre-approval to attend all conferences, conventions, seminars, workshops, etc. is required before 
any arrangements are made.  Use the appropriate form.   

 Alcohol cannot be claimed and will not be reimbursed as part of a travel or meal expense. 

 Payment for alcoholic beverages using board funds is prohibited at any hospitality event, except 
in cases approved by the Director. 

 Hospitality is provided only when the event involves people from outside the government/public 
service.  Functions involving only people who work for the government (all those covered by these 
Procedures) are not considered hospitality functions.   

 Expenses for a group can only be claimed by the most senior person present ʹ expenses cannot 
be claimed by an individual that are incurred by his/her approver (e.g., a Vice-Principal cannot 
submit his/her Principal͛Ɛ�ĐůĂŝŵ�ĨŽƌ�ůƵŶĐŚ�ĞǀĞŶ�ŝĨ�ƚŚĞǇ�ǁĞƌĞ�Ăƚ�ƚŚĞ�ƐĂŵĞ�ĞǀĞŶƚͿ͘�� 

 Good record-keeping practices must be maintained for verification and audit purposes ʹ all 
individuals attending must be named on the expense reimbursement form. 

 Corporate Credit Cards should not be used for new and renewed subscriptions and memberships.  
These expenses must be processed through a cheque requisition.  

 
Claimants must:  

 Obtain all appropriate approvals before incurring expenses; if no prior approval was obtained, 
then a written explanation must be submitted with the claim; 

 Submit original, agenda, itemized receipts with all claims (credit card slips are not sufficient).  If 
there is not an itemized receipt, a written explanation must be submitted to explain why the 
receipt is unavailable and a description itemizing and confirming the expenses must be provided;  

 Submit claims by the end of the month following the month in which the expense was incurred.  
Any claims submitted beyond 6 months from date expenses were incurred require the approval 
of the appropriate Associate Director. 

  
Approvers must:  

 Provide approval only for expenses that were necessarily incurred in the performance of board 
business;  

 Provide approval only for claims that include all appropriate documentation (e.g., original 
itemized receipts, agendas) ʹ all requests for reimbursement that do not have the appropriate 
documentation will not be processed for payment.  The request will be returned to the approver 
who will be required to ask the claimant to obtain and resubmit documents;  

 Not approve their own expenses.  
  

Note that should there be a situation where there is an overpayment to a claimant, it is considered a 
debt owing to the board and must be repaid. 

 
5.0 ACCOUNTABILITY FRAMEWORK  
These Procedures set out the approval authority for travel, meals and hospitality expenses.  In some cases, 
the level of approval is identified and also whether the authority can be delegated.  In other cases, a 
requirement is stated (e.g., prior approval is required) without identifying an approval level.   
 
The Director has the authority to establish additional rules regarding expenses.  Any additional rules must 
be consistent with those laid out in these Procedures and be necessary to meet specific operational needs.  
These rules do not replace any rules in these Procedures, nor can they substitute higher rates of 
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In addition, the Director may modify the level of approval upward to a more senior level when authority 
is assigned to a manager/supervisor or contract manager.  
  
5.1 Managerial Discretion 
For the purpose of these Procedures, managerial discretion is the administrative authority to make 
decisions and choices with some degree of flexibility, while maintaining compliance with these 
Procedures.  There is no discretion to depart from the principles and the mandatory requirements of these 
Procedures.  All decisions should be taken very carefully.  
  
When exercising discretion, the rationale must be documented and filed with the claim.    

 

Approvers are accountable for their decisions, which must be:  

 Subject to good judgment and knowledge of the situation;  

 exercised in appropriate circumstances; and  

 comply with the principles and mandatory requirements set out in these Procedures. 
 
When a situation arises and discretion needs to be exercised, approvers should consider whether the 
request is: 

 able to stand up to scrutiny by the auditors and members of the public/media 

 properly explained and documented 

 fair and equitable 

 reasonable 

 appropriate 
 
These procedures were developed in such a manner as to not infringe on denominational rights of the 
Dufferin-Peel Catholic District School Board.  In this regard, Executive Council will be responsible for 
determining if an event may be expensed to the Board on the basis of denominational rights. 

 

6.0 TRAVEL 
These Procedures apply whenever travel is required.   All travel requires prior approval, with the 
appropriate level of approval authority.   
 
For the purpose of these Procedures͕� ƚƌĂǀĞů�ĚŽĞƐ�ŶŽƚ� ƌĞĨĞƌ� ƚŽ� Ă�ƉĞƌƐŽŶ͛Ɛ� ƌĞŐƵůĂƌ� ĐŽŵŵƵƚĞ� ƚŽ�ǁŽƌŬ� ʹ 
ĞǆƉĞŶƐĞƐ�ƌĞůĂƚĞĚ�ƚŽ�Ă�ƉĞƌƐŽŶ͛Ɛ�ƌĞŐƵůĂƌ�ĐŽŵŵƵƚĞ�ĂƌĞ�ŶŽƚ�ƌĞŝŵďƵƌƐĂďůĞ͘    
  
When planning any travel, consider business continuity (e.g., deciding whether senior management or 
people with specialized knowledge or expertise should travel together).  
  
All conferences /seminars must be pre-approved by completing the appropriate Corporate/Instructional 
Services Conference /Seminar Request Form. 
 
Reimbursement of business related expenses shall be paid to staff for attendance at approved 
conventions, conferences, and workshops as follows: 
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Outside the Dufferin-Peel area: 
 ͻ�Registration fee 
 ͻ��ĐŽŶŽŵǇ�ĐůĂƐƐ�Ăŝƌ�ƚƌĂŶƐƉŽƌƚĂƚŝŽŶ�ĞǆƉĞŶƐĞƐ�Žƌ�ĞƋƵŝǀĂůĞŶƚ͕�ƉůƵƐ�ŐƌŽƵŶĚ�ƚƌĂŶƐƉŽƌƚĂƚŝŽŶ 

 Hotel expenses for each night in attendance plus one night as per limitations contained in these 
procedures) 

 Parking 

 Internet 

 Meals as per limitations contained in this policy (if not included in the event) 
  
Within the Dufferin-Peel area: 
 ͻ�ZĞŐŝƐƚƌĂƚŝŽŶ�ĨĞĞ 
 ͻ�DŝůĞĂŐĞ�ƌĞŝŵďƵƌƐĞŵĞŶƚ�Ăƚ�ƌĂƚĞƐ�ƉƌĞƐĐƌŝďĞĚ�in these procedures 

 Hotel expenses for each night in attendance 
 ͻ�WĂƌŬŝŶŐ 

 Internet 

 Meals as per limitations contained in this policy (if not included in the event) 
 
One day workshops: 
 ͻ�ZĞŐŝƐƚƌĂƚŝŽŶ�ĨĞĞ 
 ͻ�DŝůĞĂŐĞ�ƌĞŝŵďƵƌƐĞŵĞŶƚ�Ăƚ�ƌĂƚĞƐ�ƉƌĞƐĐƌŝďĞĚ�in these procedures 
 ͻ�WĂƌŬŝŶŐ 

 Lunch and dinner (if workshop extends beyond 5:00 pm) as per limitations contained in this policy 
(if not included in the event) 

 
6.1 Using a Personal Vehicle  
If you use your personal vehicle while on board business, the following apply.  

 dŚĞ�ǀĞŚŝĐůĞ�ŵƵƐƚ�ďĞ�ŝŶƐƵƌĞĚ�Ăƚ�ƚŚĞ�ǀĞŚŝĐůĞ�ŽǁŶĞƌ͛Ɛ�ĞǆƉĞŶƐĞ�ĨŽƌ�ƉĞƌƐŽŶĂů�ŵŽƚŽƌ�ǀĞŚŝĐůĞ�ůŝĂďŝůŝƚǇ͘� 

 /ƚ� ŝƐ� ƚŚĞ� ĚƌŝǀĞƌͬŽǁŶĞƌ͛Ɛ� ƌĞƐƉŽŶƐŝďŝůŝƚǇ� ƚŽ� ĞŶƐƵƌĞ� ƚŚĂƚ� ƚŚĞ� ŵŽƚŽƌ� ǀĞŚŝĐůĞ� ŝŶƐƵƌĂŶĐĞ� ŝŶĐůƵĚĞƐ�
coverage for business use of the vehicle.  

 The board will not reimburse the costs of insurance coverage for business use, physical damage 
or liability.  

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

 In the event of an accident, you will not be permitted to make a claim to the board for any 
resulting damages.  Exception - Please refer to GAP 801.00 “Out of School Programs” – section 
25.03 regarding volunteer drivers for transporting students. 

 
 Conditions for Mileage Reimbursement: 

 Home to Employment - Mileage incurred from home to the first place of work (administration 
office or school) is not eligible for mileage reimbursement 

 Employment to Home - Mileage incurred from the last work location to home is not eligible for 
mileage reimbursement 

 Itinerant Staff - Recognized mileage includes mileage incurred by staff in the performance of their 
duties between locations throughout the day 

 Parking and Toll Fees - Where necessary and approved by the appropriate Supervisory Officer, 
parking and toll fees, excluding Ontario Toll Roads (e.g. 407 ETR) may be claimed by staff 

 Employees who Regularly Work at More Than One School - Recognized mileage would be that 
mileage incurred when an employee is assigned to two schools, necessitating travel during the 
work day between two sites 
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 Other Authorized Travel - Other travel on authorized board business will be approved at the 
discretion of the immediate supervisor 

  
The Board will reimburse travel/mileage expenses for authorized use of personal motor vehicles on Board 
business.  
 
Employees must ƵƐĞ� ƚŚĞ� �ŽĂƌĚ͛Ɛ� ĂƵƚŽŵĂƚĞĚ� ŵŝůĞĂŐĞ� ƌĞŝŵďƵƌƐĞŵĞŶƚ� ƉƌŽŐƌĂŵ� ǁŚŝĐŚ� ĐĂůĐƵůĂƚĞƐ� ƚŚĞ�
appropriate mileage between all school sites of the Board ʹ Refer to form GF275. 
/ƚ� ŝƐ�ƚŚĞ�ƌĞƐƉŽŶƐŝďŝůŝƚǇ�ŽĨ�ƚŚĞ�ĞŵƉůŽǇĞĞ͛Ɛ� ŝŵŵĞĚŝĂƚĞ�ƐƵƉĞƌǀŝƐŽƌ�ƚŽ�ĂƵƚŚŽƌŝǌĞ�ŵŝůĞĂŐĞ� reimbursement in 
accordance with this procedure. 
  
The Board shall issue a T2200 Form for Income Tax purposes, to all employees who claim mileage 
 
dŚĞ�ƌĂƚĞ�ŽĨ�ƌĞŝŵďƵƌƐĞŵĞŶƚ�ƐŚĂůů�ďĞ�ĂƐ�ŽƵƚůŝŶĞĚ�ŝŶ�ƚŚĞ�ĞŵƉůŽǇĞĞ͛Ɛ�ĂƉƉůŝĐĂďůĞ�ĐŽůůĞĐƚŝǀĞ�ĂŐƌĞĞŵĞŶƚ͘��&Žƌ�
employees not covered by collective agreements, the Board reimburses mileage as follows:  
40¢ per km up to 5,000 km 
35¢ per km after 5,000 km 
 
Mileage expense claims are to be submitted within a timely fashion (immediately after the end of the 
month). Any claims submitted beyond 6 months from date expenses were incurred require the approval 
of the appropriate Associate Director. 
 
Accident Reporting  
All accidents must be reported immediately to local law enforcement authorities and your immediate 
supervisor. In addition:  
 
Tolls for School Operated Vehicles 
Toll fees may only be claimed for school operated vehicles if approved by the Principal (eg. 407ETR or any 
other Ontario tolls). 
 
6.2 Transportation – How to Get There  
Depending on the destination being travelled to, there are various options on how to get there.  The 
options which can be available are Airplane, Train, Vehicle and Public Transit 
 
Airplane  
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11.0 PROCEDURE FOR REIMBURSEMENT OF BUSINESS-RELATED EXPENDITURES 
�ůů� ĞǆƉĞŶƐĞ� ƌĞŝŵďƵƌƐĞŵĞŶƚƐ� ĂƌĞ� ƚŽ� ďĞ� ĐůĂŝŵĞĚ� ďǇ� ĐŽŵƉůĞƚŝŶŐ� ƚŚĞ� ͞ZĞƋƵĞƐƚ� for Reimbursement of 
�ǆƉĞŶĚŝƚƵƌĞƐ� WĂŝĚ� WĞƌƐŽŶĂůůǇ� ďǇ� �ŵƉůŽǇĞĞ�ŽŶ��ĞŚĂůĨ� ŽĨ� ƚŚĞ��ŽĂƌĚ� ;'&ηϮϱϵͿ͟� Žƌ� ͞ZĞƋƵĞƐƚ��ƵƚŚŽƌŝǌŝŶŐ�
Payment of Business Expenditures Paid by a Corporate Credit Card (GF#261). Original receipts for all 
expenses are required. See Section 8.0 Hospitality for required information when submitting for expense 
reimbursement. 
 
To substantiate each reimbursement, the claim form must have the following supporting documents 
attached: 

 Original documentation including proof of payment to support the expenditure (with the 
exception of mileage claims)  

 Business reasons for the expenditure 

 Agenda  

 List of individuals and roles of those in attendance  

 Signature of the claimant to certify the expense claim  

 Copy of pre-approved Conference/Seminar Request Form should also be attached  
 
Please note that credit card vouchers that are not accompanied by a receipt are not sufficient for 
reimbursement.  
 
Expense claims are to be submitted within a timely fashion (immediately after the end of the month). 
Any claims submitted beyond 6 months from date expenses were incurred require the approval of the 
appropriate Associate Director. 
 
12.0 EXPENSES FOR EXTERNAL CONSULTANTS AND OTHER CONTRACTORS  
hŶĚĞƌ�ƚŚĞ�WƌŽǀŝŶĐĞ͛Ɛ��W^�^ƵƉƉůǇ��ŚĂŝŶ��ŝƌĞĐƚŝǀĞƐ͕�ƚƌĂǀĞů�ĂŶĚ�ŚŽƚĞů�ĞǆƉĞŶƐĞƐ�ĂƌĞ�ƚŽ�ďĞ� ŝŶĐůƵĚĞĚ�ŝŶ�ĂŶǇ�
external ĐŽŶƐƵůƚĂŶƚ͛Ɛ�ĨĞĞ͕�ĂŶĚ�ŶŽƚ�ďĞ�ďŝůůĞĚ�ĂƐ�ƐĞƉĂƌĂƚĞ�ĐŽƐƚƐ͘ 
 
External consultants and other contractors will not be reimbursed for any hospitality, incidental or food 
expenses, including: 

 Meals, snacks and beverages 

 Gratuities 

 Laundry or dry cleaning 

 Valet services 

 Dependent care 

 Home management 

 Personal telephone calls 
 
Reimbursement for allowable expenses can be claimed and reimbursed only when the contract 
specifically provides for it. 
  
Claims for Reimbursement of Expenses  
Reimbursement for allowable expenses under these Procedures can be claimed only when the 
contract/agreement with the Board specifically allows for it.    
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13.0 RESPONSIBILITIES   
Employees are responsible for:  

 following the principles and rules set out in these Procedures; 

 being aware of the conflict of interest rules that govern the board; 

 being aware of any relevant policies and procedures.  
 
Associate Directors and Superintendents are responsible for:  

 carrying out any delegated authorities and assigned tasks in accordance with these Procedures,  

 exercising managerial discretion judiciously,  

 ensuring there is an appropriate records retention system and that documents, including claims 
and approvals, are maintained and stored,  

 ensuring staff are aware of the requirements of these Procedures,  

 seeking timely direction when there are questions of application,  

 taking appropriate action in the case of non-compliance.  
 
Director is responsible for:  

 Ensuring the Procedure͛Ɛ�ƉƌŝŶĐŝƉůĞƐ�ĂŶĚ�ƌƵůĞƐ�ĂƌĞ�ŝŵƉůĞŵĞŶƚĞĚ�Ănd monitored, including putting 
in place processes that support the Procedure; 

 Delegating approval authority to appropriate levels within the board except as restricted in these 
Procedures; 

 E


