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TRAVEL EXPENSES PROCEDURE 

1.00 PURPOSE 

1.1 The purpose of this procedure is to detail the steps involved in dealing with travel 
expenses and vehicle rentals. 

2.00 DEFINITIONS 

2.1 BCeID: An online "ID" that enables end users to securely access multiple online 
government services with a single user ID and password. 

2.2 IDIR: An account that is used to log in to B.C. government internal systems and Microsoft 
infrastructure. It is used by people who work in the B.C. public sector. 

3.00 TRAVEL STATUS 

3.1 Employees are considered to be on travel status if they are on College business away 
from their normal campus and have the approval of the College. 

3.2 Travel status does not apply to employees performing temporary duties in a position 
outside of their assigned campus or centre. In the event of assignment of temporary 
duties in a different location, reimbursement for expenses and the terms for 
reimbursement must be pre-approved by the administrator responsible for the activity. 

3.3 Employees are encouraged to use conference calls, videoconferencing, or other means to 
avoid business travel whenever possible. 

4.00 APPROVAL FOR TRAVEL 

4.1 All employee travel must be approved. Each College department sets its own guidelines 
for approval for travel within Canada. 

4.2 Expenses for faculty professional development are reimbursed in accordance with 
professional development committee procedures. 

4.3 For international travel, prior written approval must be received from the appropriate 
member of the senior executive. International travel by members of the senior executive 
requires the prior written approval of the President & CEO. 
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5.00 COMBINING COLLEGE TRAVEL WITH PERSONAL TRAVEL 

5.1 Travelers may combine College travel and personal travel with the approval of their 
supervisor.  

a) Prior to travelers scheduling indirect routes (interrupting business portions of a trip 
for personal travel or vice versa), the supervisor and the traveler must agree on a fair 
allocation of expenses for the trip.  

b) In no event will the College’s portion of the expenses exceed what would have been 
charged had the personal travel interruption not occurred. 

6.00 REIMBURSABLE EXPENSES 

6.1 The following expenses are reimbursable to Coast Mountain College employees while on 
authorized travel status: 

a) transportation 

b) personal vehicles 

c) air travel 

d) accommodation 

e) meals 

f) incidental expenses 

g) tipping 

h) medical insurance for international travel 

i) hospitality and business meeting expenses. 

7.00 TRANSPORTATION 

7.1 Where alternative methods of travel are available that are comparable in convenience 
and timing, the most economical method of travel should be used. If a more expensive 
form of travel is used, the reimbursable amount will be limited to the cost for the most 
economical method of travel. 

7.2 The cost of rental cars is reimbursable when they are required for College business.  

a) Taxis should be used instead when it’s feasible and the cost would be less than the 
total cost of renting a car.  

b) The most economical model car that meets the travel needs should be selected.  

c) Mileage charges and gasoline charges are reimbursable. When renting a vehicle, 
refer to Appendix A. 

7.3 Groups travelling together should use shared expenses wherever possible, such as by 
carpooling or sharing a taxi. 

8.00 PERSONAL VEHICLES 

8.1 Travel by private vehicle may be necessary to save time and/or costs.  

a) Reimbursement for costs are made to the driver only and are calculated by applying 
the mileage (kilometre) rate to the actual driving distance while on College business, 
by the most direct route. 
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8.2 Distance between local centres is based on travel rates between CMTN locations, which 
is available from the Finance Department. 

8.3 The mileage rate is set in the respective collective agreement. The mileage rate is 
intended to cover gas, maintenance, wear and tear, and insurance costs associated with 
operating a personal vehicle. 

8.4 If personal vehicles are to be used for College business, employees are advised to have 
the appropriate Autoplan coverage.  

a) Insurance costs for personal vehicles are not reimbursable. 

8.5 Travel between employees’ personal residence and their assigned campus is not 
reimbursable. 

8.6 No reimbursement will be made for parking tickets, traffic fines, tow charges, repairs, or 
insurance deductions related to an accident. 

9.00 AIR TRAVEL 

9.1 The least expensive advance booking option for air travel that offers the required degree 
of flexibility should normally be chosen (usually “economy class”). “Business Class” or 
other more expensive options, if used, will be reimbursed at the estimated rate for 
economy class on the date of travel. 

9.2 The following air travel expenses are reimbursable: 

a) One checked bag. Additional bags are not reimbursable. Travelers are encouraged to 
travel using carry-on luggage where possible. 

b) Cost for seat selection. 

c) Flight cancellation insurance, where there is a significant chance that the event 
requiring the travel will be cancelled or rescheduled. 

d) Parking at the airport unless it would exceed the cost of using a taxi to and from the 
airport. 

9.3 The following air travel expenses are not reimbursable: 

a) more than one checked bag 

b) flight life insurance. 

9.4 Frequent flyer points – Employees are expected to select the airline and booking options 
based on the most economical option and not based on which offers the most frequent 
flyer points. 

9.5 Layovers – Layovers to achieve savings can be booked. However, accommodation, taxi, 
and meal costs for the additional layover day(s) will be reimbursed to an amount not to 
exceed the original savings. 

10.00 ACCOMMODATION 

10.1 Accommodations will be reimbursed for single occupancy, reasonably priced 
accommodation. When travelling with another person who is not on College business, 
the single occupancy rate will apply. 

10.2 Where employees are sharing accommodation, such as sharing a hotel room, receipts 
should clearly note the shared costs. 
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10.3 Government rates – While travelling on College business, employees may be eligible for 
government rates for accommodation.  

a) When making reservations employees should ask for the government rate.  

b) If needed, a copy of the letter from the Ministry of Advanced Education, Innovation 
and Technology, confirming eligibility for government rates can be obtained from the 
Human Resources Department.  

c) For more information on accommodations, consult the provincial government’s 
Business Travel Accommodation Listing. 

10.4 When employees stay in a private residence instead of a hotel or motel they may claim 
the amount specified in their respective collective agreement, without a receipt. 

10.5 Hotel charges for failure to cancel reservations in advance of the hotel’s deadline are not 
reimbursable unless the cancellation was beyond the employee’s control and occurred 
after the hotel cancellation deadline. 

11.00 MEALS 

11.1 Travelers may be reimbursed for the cost of meals, as per the respective collective 
agreement, either by submitting receipts for actual meal costs or by claiming meal per 
diems.  

a) No receipts are needed to claim per diems.  

b) Where the actual meal costs exceed the allowed per diem, the per diem amount will 
be reimbursed. 

11.2 For travel in the United States, the per diem amount will be considered to be in USD 
amounts.  

a) For international travel, where the per diems would not cover the cost of meals due 
to a higher cost of living, reimbursement amounts must be pre-approved by the 
portfolio VP based on the established travel budget. 

11.3 Meal expenses may only be claimed by employees for their own meals.  

a) The meals of others are not reimbursable unless they’re approved as a business 
meeting expense.  

a) When employees are provided with a meal at no cost, they may not claim the per 
diem amount for that meal (for example, if the meal was included in registration fees 
for a seminar, was included in air travel, or was otherwise provided). 

12.00 INCIDENTAL EXPENSES 

12.1 The following incidental travel expenses are reimbursable: 

a) voice and data communications charges to stay in touch with College responsibilities 

b) expenses for obtaining visas and travel papers 

c) child care costs per the respective collective agreement 

d) exchange rate expenses (claimed by submitting a photocopy of the charge card 
statement listing rates charged by reimbursable item). 

http://csa.pss.gov.bc.ca/businesstravel/
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12.2 The following incidental travel expenses are not reimbursable: 

a) interest charges on outstanding charge card balances 

b) loss or damage to personal possessions 

c) parking fines or traffic fines 

d) kennel fees 

e) accident and life insurance costs 

f) movies and entertainment 

g) mini-bar charges of any kind 

h) expenses of family members unless pre-authorized as College business 

i) expenses for failure to cancel transportation or hotel reservations 

j) passport expenses 

k) excess personal baggage. 

13.00 TIPPING 

13.1 A tip of up to 15% of the value of the expense is reimbursable where tipping is a normal 
practice, such as for meals and taxi. 

14.00 MEDICAL INSURANCE FOR INTERNATIONAL TRAVEL 

14.1 Out-of-province and out-of-country medical emergency assistance is included in the 
extended health care plan the College provides for regular employees.  

a) Non-regular employees are excluded from this coverage and should consult with the 
Human Resources Department before traveling. 

15.00 HOSPITALITY AND BUSINESS MEETING EXPENSES 

15.1 Costs associated with hospitality and entertaining business guests are normally the 
responsibility of CMTN’s President & CEO, the Vice-Presidents, and the Board 
Chairperson only. 

15.2 While alcoholic beverages are not normally reimbursable, CMTN will pay for alcoholic 
beverages as part of hospitality for business guests under limited circumstances. Please 
check with your Supervisor if you are unsure. 

15.3 Meeting expenses, such as the cost of coffee, tea, meals, or snacks, are reimbursable. 
The Department Manager must approve the expenses based on established budgets. 

16.00 RECEIPTS 

16.1 Dated and itemized original receipts are required for all expenditures. The following are 
not considered original receipts: 

a) credit or debit card slips that do not show an itemized breakdown 

b) credit card statements 

c) cancelled cheques 

d) “paid” notices. 
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16.2 Receipts are not required for meals reimbursed on a per diem basis. 

16.3 If receipts are missing, employees must complete a Loss of Receipt form and attach it to 
their expense claim form. 

17.00 REIMBURSEMENT PROCEDURE 

17.1 Reimbursement for approved travel expenses is claimed by completing the Travel 
Expense Report. (Available from your manager and on the Sharepoint Portal.) 

17.2 Travel expense claims must be approved by an employee at least one administrative level 
higher that the traveller. 

17.3 Travel expenses are paid using direct deposit. 

18.00 RELATED POLICIES, PROCEDURES, AND SUPPORTING DOCUMENTS 

18.1 FIN-001, Travel Expenses Policy 

19.00 HISTORY 

Created/Revised/ 
Reviewed 

Date Author’s Name and Role Approved By 

Created July 7, 2015  President’s Council 

    

    
 

  

https://www.coastmountaincollege.ca/docs/default-source/policies/finance-policies-and-procedures/finance-policies/fin-001-travel-expenses-policy---aug-2018.pdf
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APPENDIX A: Car Rental Supplement 
1.0 CORPORATE SUPPLY ARRANGEMENT (CSA) IN-PROVINCE VEHICLE RENTAL 

• To locate the vehicle rental companies holding a CSA, first determine the community in which you 
want to rent the vehicle at Daily Vehicle Rental Suppliers by Community. Note that the file requires 
access using either an IDIR or a BCeID username and password. 

• Renters are required to provide a Corporate Identification Number to the rental company when 
requesting a vehicle. Contact the Director of Finance to obtain this number.  

• Ensure that the Corporate Identification Number appears on your rental agreement as this results in 
the correct rates, and terms and conditions being applied to your rental. 

• Contact the vehicle rental agency in the location from which you wish to rent. The List of suppliers 
can be found under Daily Vehicle Rentals. 

• BC broad public sector employees must identify the organization for which they work. 

 

2.0 INSURANCE 

• All required insurance is already included for in-province business travel in vehicles rented under the 
Province's Vehicle Rental CSA, including a minimum $2 million 3rd party liability coverage for all rental 
vehicles and collision and comprehensive coverage for amounts greater than the deductibles. 

• Do not accept any insurance offers made by the rental company. 

• Do not purchase Collision Damage Waiver/Loss Damage Waiver coverage, Personal Injury/Accident 
Insurance or Cargo Insurance or Personal Effect Insurance. (The only exception to this is when it is a 
vehicle from a company that does not have a CSA with the BC government.) 

 

3.0 IN CASE OF AN ACCIDENT 

• Call the Local Police – The local police must be informed within 24 hours when: 

o damages exceed $1,000 

o the vehicle is stolen or vandalized 

o a person has sustained injury or death 

o there has been a hit-and-run accident with damage. 

• The operator of the vehicle must not admit/accept liability and should only provide the information 
required by the investigating police officer. 

 

4.0 SERIOUS ACCIDENT 

• If you are involved in a serious accident contact Risk Management Branch at (250) 952-0845 or (250) 
356-1794 for direction and assistance. 

 

5.0 CALL THE VEHICLE RENTAL AGENCY 

• All accidents must be reported to the rental agency within 24 hours. 

https://sts.gov.bc.ca/adfs/ls?wa=wsignin1.0&wtrealm=urn%3asp.gov.bc.ca&wctx=https%3a%2f%2fcitz.sp.gov.bc.ca%2fsites%2fShared%2fProgram%2fCSA%2f_layouts%2f15%2fAuthenticate.aspx%3fSource%3d%252Fsites%252FShared%252FProgram%252FCSA%252FConfidential%255FCSA%255FPricing%255FInformation%252FVehicle%255FRentals%255FDaily%252Fdaily%255Fvehicle%255Frental%255Fsuppliers%255Fby%255Fcommunity%252Exlsx&wreply=https%3a%2f%2fcitz.sp.gov.bc.ca%2f_trust%2fdefault.aspx
https://www2.gov.bc.ca/gov/content/bc-procurement-resources/buy-for-government/goods-and-services-catalogue/daily-vehicle-rentals#suppliers
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• Stolen or vandalized vehicles must be reported to the rental agency immediately. 

COPIES OF THE RENTAL AGENCY'S ACCIDENT AND INCIDENT FORM, AND ACCIDENT REPORT MUST BE 
FORWARDED TO: 

• The Province's Risk Management Branch (Fax: 250 356-0661) 

• The driver's manager. 

 

6.0 CSA VEHICLE RENTAL LSUPPLIERS AND RATES 

• For CSA-Approved BC Car Rental Agencies GO TO the List of suppliers under Daily Vehicle Rentals. 

 

7.0 INSURANCE AND ACCIDENT INFORMATION 

• Check the Insurance Information Guide 

 

8.0 OTHER 

• Identification requirements – business card. 

 

9.0 AUTHORIZED PASSENGERS 

• Passengers authorized to travel in the rented vehicle under the terms of the CSA include: 

o spouses and children accompanying authorized users on travel status 

o contractors or persons other than employees transported in connection with government 
business 

o persons authorized in writing by an executive financial officer or designate. 

 

10.0 ADDITIONAL DRIVERS 

• Authorized passengers (see above) accompanying the authorized user are permitted as additional 
drivers whether declared or not at the time of rental. 

• Additional drivers must hold a current and valid driver's licence and have completed the graduated 
licensing program. 

• Additional drivers must be over the age of 19. 

• An additional driver fee will not be charged for additional drivers. 

 

11.0 PERSONAL 

• CSA agreements are for short-term rentals (up to 30 days) of light vehicles within British Columbia. 
They are restricted to business travel. When combining College business travel with personal travel, a 
separate agreement must be made with the car rental agency for the personal portion of the trip. 

• For any other questions regarding CSA rental vehicles, refer to Daily Vehicle Rentals. 

 

https://www2.gov.bc.ca/gov/content/bc-procurement-resources/buy-for-government/goods-and-services-catalogue/daily-vehicle-rentals#suppliers
https://www2.gov.bc.ca/gov/content/governments/services-for-government/bc-bid-resources/goods-and-services-catalogue/daily-vehicle-rentals/in-province?keyword=vehicle&insurance
https://www2.gov.bc.ca/gov/content/bc-procurement-resources/buy-for-government/goods-and-services-catalogue/daily-vehicle-rentals#info
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