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ADMINISTRATIVE OPERATING PROCEDURE:
TRAVEL AND OTHER EXPENSES

Frequently Asked Questions

Whataremy responsibilities as a claimant?

Whataremy responsibilities as an approver?

Whatifl suspectfraud, theft or suspicious activity?

Whatif mychargeison mydirectreport’s Visa?

Whataretheappropriate signatures on an expense claim?

Why was my Expense Claim not processed and returned to my Approver?

How longdo | haveto submit my expenses?

Whatisrequired when managerial discretion is exercised?

Willanexpense notaddressedin the Procedure be reimbursed?

. Whatisan “itemized receipt”?

. Whatifllostmy receipt, canl still claim the expense andbe reimbursed?

. Howdo | claima foreign expense?

. Dol haveto purchasefood to beserved atthe College throughthe College’s food services

provider?

Whatapprovalisrequiredfor travel?

When shouldl renta car and whatisthe process?

When coulditbe considered appropriate to travel in business class?

When can fuel be charged to the College for travel?

Whatisa meal allowance?

Ifa mealisprovidedata Conferenceor Trainingcan! claima meal allowance?

Will reimbursement occurfor a meal expense which is higherthan the meal allowance rate?

Whatisrequired to supporta Conference or Training Expense?

Can alcohol be claimed for reimbursement?

Can expenses for consultants and other contractors be reimbursed?

Whatinformationis required inthe “Purpose” on an Expense Statementor “Comment” on a

VISAreport?



25. Can snacks, meals and/orrefreshments relating to business related events and meetings for

groups be expensed?

26. Ifltravel for College approved business andstart my travels from or to a |ocation other than my

Fleming home campus, should| claim actual KM'’s travelled orthe KM’s from my Fleming home

campus?

27. Ifitis determined by the approver thataccommodation is required when travelling on College

business, whattype of accommodationwillbe reimbursed?

What are my responsibilities as a claimant?

The main responsibilities of the Claimantare to:

Comply with the principles andspirit of the Procedure

Obtainappropriate priorapproval fromtheirsupervisor/manager for expenses to be
incurred

Submititemized receipts (paper, electronic or scanned format) withall claims, except
where meal allowances are used (the authorizationreceipt fora credit or debitcard
transactionis not considered appropriate documentation)

Clearly document the description and purpose of the expenses, so its business purpose
is cleartotheapprover and finance

Submitclaims by end of month following the month inwhichthe expense was claimed

Return to Top

What are my responsibilities as an approver?

The main responsibilities of the Approver regarding accountabilityareto:

Obtainsufficientinformation to ensure the expenses wereincurred for |l egitimate
College business.

Understand by approving anexpense claimthey areaccountable fortheinformation
contained, regardless of the review process they have putin place. For exampleif
another personin the department reviews the claimtheapprover,ata minimum,isto
ensurethey themselves are satisfied priorto signing the claim that:
o theclaimisfor expensesincurredon College business
o does notrepresenta duplication of other claims made throughthe College
o allitemized receipts (paper, electronic or scanned format), except meal allowances,
to supporttheclaimareattached and

o the expenses comply with the eligibility requirements of the Policy and Procedure
Ensure managerial discretion is exercised judiciously, following the direction in Section
4.0, Managerial Discretion

Return to Top
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3. Whatiflsuspectfraud, theft or suspicious activity?

Itis importantthatyounotify the VP Corporate Services andthe VP Organizational Effectiveness

and Human Resources as soon as anysuspected fraud, theft or suspicious activity is identified.
This isanauditrequirement.

Return to Top

What if my charge is on my direct report’s Visa?

An approver should approve thevisa as would normallybe the case, butas well, send thevisa
statementto your manager forapproval. Aclaimantcannever approve their own expenses.

Return to Top

What are the appropriate signatures on an expense claim?

The claimant mustalways signtheirown expense claimitcannot be signed by anotherindividual
onthe claimant’s behalf.

The approver must be the manager forthe departmentsincluded on the expense claim.

Return to Top

. Why was my Expense Claim not processed and returned to my Approver?

‘

When expense claims are missing documentation, unprocessed claims will be returned to the
approverfor follow up.

The mostcommon documentationissues have been:
e Not obtaining prior written approval fortravel outside of Ontario
o Not submitting receipts thatclearlylisttheitems purchased and theindividual price for
eachitem
e Not clearlyidentifying the start and end point of travel where kilometres are claimed for
reimbursement

e Not clearly documenting the business purpose of the expenseincurred

e Notincludingtheaccountand department
Return to Top

7. Howlongdolhaveto submit my expenses?

Expense claims must be submitted by the end of the month following the month in which the

expensewas incurred, except for duringthefiscal year-end. The specificdate for year-end
expense claims will be provided by the Finance Department each year.

For exampleif youincurred an expenseinAugust, you must submit yourexpense claim by
September 30. Expense claims submitted more frequently thanmonthlywill be processed.

Return to Top
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What is required when managerial discretion is exercised?

When managerial discretionis exercised, the followingdocumentationis required in order for
the expenseto be considered for reimbursement:
e awritten rationale accompanying the claim containingenough detail to allow the
approverto makean informed decision
e the approver'simmediate supervisor mustapprove the expense

The following are examples of situations requiring Managerial Discretion:
e whereanitemized receipt (paper, electronic or scanned format) is missing
e wherepriorapproval was notobtained

wherethe expenseis notspecifically coveredin the Procedure

wheretips and gratuities exceed a reasonable amount

e wheretravel is other than economy class

Return to Top

9. Will an expense not addressedin the Procedure be reimbursed?

The Proceduresets outtherules and provides the framework for makingdecisions, but the
Procedure cannotforesee or address every situation. An approver must use discretionand

judgment when making decisions. Decisions mustbe made while maintaining compliance with
the Procedureandtherationale must be documented and submitted withthe claim.

Thereis no discretionto deviate from either the principles or the mandatoryrequirementsinthe
Procedure.

To ensurethatareno surprises, you should always discusssituations withyour managerand
finance before incurring any expense.

Return to Top

10. Whatis an “itemized receipt”?

“Itemized receipt” (paper, electronicor scanned format) refersto a receiptthatlists theitems
purchased and theindividual prices for eachitem, for example from a hotel or store. The
authorizationreceipt fora credit or debit card transaction is not considered an itemized receipt.

Return to Top

What if | lost my receipt, can | still claim the expense and be

reimbursed?

If you lostyourreceiptyou may beableto obtain a copy by contacting the merchant. Ifthisis
not possible provide a full description of theinformationthat was on the original receipt, the
purposeforthe expenseand thereasonfor thelostreceiptso a decisioncan bemadeasto
whether the expense will be reimbursed.

Return to Top
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12. Howdo |l claim a foreign expense?

All Expense Statements should be completed using Canadiandollarequivalency.

A copy of your foreign currency purchase showing the exchange rate andservicecharges

incurred or a copyof your credit card statement that shows the currency exchangerateis
required (please blackoutall non-essential private information).

If thereis no backupto supporttherate of exchange, please provide a printout of the Bank of
Canada’s exchangerate for the date the expense wasincurred. You canacquire this Exchange
rate by navigating to the Bank of Canada Currency Converter

Return to Top

Do | have to purchase foodto be served at the College through the

College’s food services provider?

Yes all foodserved atthe College, mustbearranged throughthe College food service provider as
they arethe exclusive provider on campus. Fleming Catering Link

The only exceptions to this rule are for Culinary School events andfood served in Fulford’s s pace
prepared by the Culinary School.

Return to Top

14. What approvalis required for travel?

In all cases travel requires prior approval, the form and level of approval depends on the
destination of thetravel.

Ontario travel requires
e Priorverbal approval fromyour manager/supervisor
Outside Ontario but within North America travel requires
e Priorwritten approval fromyour SMT member, whichcouldbein theformof an email,
attached to your expense claim
International travel requires
e Prior written approval fromthe President, which is to be obtained by completing the
International Travel Form. This form canbefound atthe following link
https://mycampus.flemingc.on.ca/group/mycampus/staff-resources and requires:
o thetravel destination
o appropriateapprovals
o a written rationale demonstrating the critical value of the travel as related to the
College priorities and the benefit of the travel to the College
o detailsof anticipated expenses

Return to Top
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15. When should | rent a car and what is the process?

If you will be driving morethan200kilometresina day, you should consider using a rental
vehicleifitisthe mosteconomical and practical option.

The websitelinkfor the carrental company which the College hasanagreementwithis
http://www.enterprise.com/car_rental/deeplinkmap.do?bid=002&cust=L4002108&cnty=ca.
Additional information relating to renting a vehicle canbe found inthe College's Expenses
Directive.

Return to Top

16. When could it be considered appropriate to travel in business class?

Economy (coach) classis the standard travel option. Travel in business class must have prior
approval by the President, and may be considered in the following circumstances:

e choosinga travel timethatallows you to reduce expenditures on mealsor
accommodations
e oninternational flights

To ensurethatareno surprises, you should always obtainapproval before making any travel
arrangements.

Return to Top
17. When can fuelbe charged to the College for travel?

Fuel shouldonly be purchased for College owned/leased or rental vehicles. When a personal
vehicleis usedfor College travel fuel is not to be charged, but rather the reimbursementis based
on the number of kilometres travelled.

Return to Top

18. What is a meal allowance?

A meal allowanceisa setamount per meal (breakfast, lunchanddinner) to bereimbursed to
employees when they are on travel status, receipts are not required to be submitted.

If a meal is purchased witha College credit card there will be no further reimbursement (i.e.ifa
meal is purchasedfor anamountless than the meal allowance rate there will be no further

reimbursementto theindividual forthe difference between the meal allowancerate and the
actual meal cost).

Return to Top
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19.1f a meal is provided at a Conference or Trainingcan | claim a meal

allowance?

No, if a meal isincluded witha Conference or Training session a meal allowance cannot be
claimed.
Return to Top

Will reimbursement occur for a meal expense which is higher than the

meal allowance rate?

In limited and exceptional circumstances (e.g. health considerations; limited options available)
wherea meal expenseis higher than the meal allowancerate, theactual cost of the meal may be
reimbursed subject to managerial discretion. Inthese situations, the claim for meal
reimbursement must be accompanied by anitemized receipt (paper, electronicor scanned
format) (a creditcard slip is not sufficient), a written rationale for exceeding the meal allowance
rateand approval fromtheapprover’simmediate supervisor.

Return to Top

What is required to support a Conference or Training Expense?

All College approved conferences or training must be supported by a copy of the registration
formas wellasthe paidreceipt.

If your conference/training is outside of Ontarioadditional pre-approvalis required:
e  SMT pre-approval foroutside Ontario but within North America
e CollegePresident pre-approval for outside North America
Return to Top

22. Can alcohol be claimed for reimbursement?

Alcohol cannot be claimed for reimbursement as part of a travel expense.

Hospitality may include the consumption of alcohol ata meal ora reception with invitees, but
only wherethereis a business case and prior written approval by the President. The
consumption of alcohol would beinfrequent.

A Hospitality Event Approval Formwhichis available on the College website under Financial
Forms & Guidelines, at https://mycampus.flemingc.on.ca/group/mycampus/staff-resources
mustbe completed to obtain prior written approval to consume alcohol ata hospitality event.

Return to Top

Can expenses for consultants and other contractors be reimbursed?

No. Consultants andother contractors’ will not be reimbursed for any hospitality, incidental or
food expenses.

Return to Top
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24.What information is required as the “Purpose” on a Expense Statementor

“Comment” on a VISAreport?

The Purpose (Expense Statement) or Comment (VISAreport) shouldclearlystate the description
and purpose of the expense. Some common expense examples are as follows:

Inter campus Travel: State campus travellingfrom/to and purpose of travel

example:"Travel from Sutherland campus to Frost campus - department meeting"

Travel KM: State location/city travelling from/to and purpose of travel
example: "Travel from Sutherland campus to George Brown College, Toronto- ASCC Conference"

Conference Fees: State Name of Conference, dateandlocation
example: "ASCC Conference, June 6-8/13 @ George Brown College, Toronto"

Fuel purchase: Stateif fuel for rental or college vehicle and purpose of travel

example "Carrental fuel Sutherland campus to George Brown College, Toronto - ASCC
Conference"

Return to Top

.Can snacks, meals and/or refreshments relating to business related events

and meetings for groups be expensed?

Yes. Modestand reasonable expenses suchas snacks, meals and/or refreshments which relate
to business related events, meetings or professionaldevel opment fora group can be expensed
with managerapproval.

A meal purchased during a meeting solely between College colleagues will not be reimbursed
unlessitcan bedemonstrated thatthe meal occurred duringa meeting session which had a valid
and required business purpose anditwas not possible to conduct the meeting atanother time
duringtheday (i.e, non-meal time). (For example: College staff meeting for a lunchwould notbe
a reimbursable business meeting expense).

Food and non-alcoholic beverages up to $200, purchased from the College food service provider,
can bereimbursed forretirementreceptions heldatthe College.

Expenses such as snacks, meals and/or refreshments relating to events which are more social
than business related will not be reimbursed (examples include: holidaylunches, staff parties,
etc).

All individuals areto ensurethat priorto an expense beingincurred which would fall under
business related events and meetings thatthey are confident thatit will stand up to public

scrutiny, isappropriate use of publicfunds and is a reasonable and appropriate business expense.

Return to Top
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26.1f | travel for College approved business and start my travels fromor to a

location other than my Fleming home campus, should I claim actual KM’s
travelled or the KM’s from my Fleming home campus?

Expense claims are to include the lessor of the actual KM’s travelled to/from the destination
and the KM’s which would have been travelled had you left from or returned toyour Fleming
home campus.

If your Fleming home campusisless KM’s to and/or from your destination than theactual KM’s
travelled, you areto claimthe KM'’s to and/or from your Fleming home campus.

Alternatively, ifthe actual KM’s travelled are less than the KM'’s to and/orfrom your Fleming
home campus, you areto claim theactual KM’s travelled.

Example 1:Travelled from Whitby directly to a meeting in Toronto and returned to Whitby.

e Fleming Home Campus: Frost (Lindsay)
e  Start and End Point: Whitby
e Destination: Seneca, Toronto

Frost Campusto Toronto, return to Frost Campus =208 KM’s

Whitby to Toronto, return toWhitby =76 KM’s

Inthis example, the actual 76 KM’s travelled are to be claimed as itis less than the KM’s to and /or
from the Fleming home campus.

Example 2: Travelled from Omemee directly to Belleville for a 3 day conference and returned to
Omemee.

e Fleming Home Campus: Sutherland (Peterborough)

e Start and End Point: Omemee
e Destination: Lovyalist College, Belleville

Sutherland Campus to Belleville, return to Sutherland Campus =228 KM’s

Omemee to Belleville, return toOmemee =258 KM’s

In this example, the 228 KM'’s from andto the Fleming home campus are to be claimed as itis less
KM'’s than the actual KM'’s travelled.

Return to Top
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27.1f it is determined by the approver that accommodation is required when
travelling on College business, what type of accommodation will be

reimbursed?

The type of accommodation which will bereimbursedis atthe discretion of theapprover based
onvarious factors, including available budgetaryfunds. However, the maximum accommodation
for which reimbursementwill be madeis forsingle accommodation in a standard room. No
reimbursement will occurfor personal expenses such as movie or gamerentals, barservices, spa
services, etc.

Return to Top
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