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Travel - Quick Reference

Travel: The method of travel selected should be the most practical and economical
way to travel, consider using audio orvideo conferencing whenever possible,asan
alternativeto travel.

All College Travel requires pre-approval:

e InOntario—Supervisorto pre-approve

e InNorth Americabutoutside Ontario —SMT written pre-approval

e QutsideNorth America—College Presidentto pre-approve throughan
“International Travel Form” submission

Itemized Receipts:

All College expenses require anitemized receipt (paper, electronic, or scanned
format), except where meal allowances are used. Anitemizedreceiptwill show the
date, the vendor name, whatwas purchased, taxes and total. ACredit Card or Debit
approved slip is not sufficient backup.

Hotels:
e Hotels shouldbea standard room (No Suites, Executive Floors or Concierge
levels)
e Noreimbursementwill occur for personal expenses suchas movie or game
rentals, barservices, spaservices, etc.

Flights: Economy (coach)classisthe standardtravel option

College Vehicle, Car Rental or Personal?
If you will bedriving morethan200kilometersina day, you should consider using a
rental vehicle. When roadtransportationis the most practical, economicalway to
travel, the order of preferenceis:

e Collegevehicle;

e rental vehicle;

e personalvehicle, ifitis more economical than a rental vehicle

Need to Rent aVehicle? Navigateto:
myCampus/ Staff /Purchasing/CarRentals

Personal Vehicletravelis reimbursed at $0.40/KM (up to 4,000 km, rate is reduced as
travel increases, please see Travel and Other Expenses —Administrative Operating Procedure)
through the submission of an Expense Statement foundunder: myCampus / Staff /
Expense Statement- Form.
Travel informationrequired to complete your Expense Statement:

e Purposeoftravel

e Travel startcity/ destinationcity / return City

o Number of KM
Expenseclaimsareto includethelessoroftheactual KM’s travelled to/from the
destination andthe KM'’s whichwould have been travelled had you left from or
returned to your Fleming home campus
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