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A. Travel and Business Reimbursement Policy

Al

A.2.

A.3.

A4,

A.5

As employees of a public institution which sito use its resources as effectively as possitgegbers of faculty and
staff must exercise care in incurring travel expesndt is the responsibility of the traveller to keathe most

economical travel arrangements, consistent withrthepurpose.
This policy applies to travel expenses paddfrall University administered funds, regardlesfuafling source.

The University will reimburse the cost of anitized travel expenses incurred by members of faeuld staff (and in

special cases, students), provided that:
A.3.1. the traveller was travelling on Univerditysiness; and
A.3.2. the traveller had authority to incur traegpenses (i.e. through budget authority, or aightion from
appropriate supervisor); and
A.3.3. the expenses are out-of-pocket and nottneised from another source; and
A.3.4 the expenses are reasonable; and
A.3.5 the travel claim is appropriately documentatd
A.3.6 the expenses, where applicable, are in damge with the policies and procedures of extefunadling

organizations.

Reimbursed expenses must comply with Univwengiilicies and procedures. Individual Colleges &mepartments
however may implement procedures which are moteictige. Travel supported by research grants otre@ts must
comply with University policies and procedures ssleéhe funding organization’s policies and procediare more
restrictive; then the funding organization’s paiiand procedures must be complied with.

The signature from one administrative levelhgigthan the traveller is required on the TraveBdsiness Expense
Claim form. The approval signature must be in coamgle with the following:

TRAVELLER (Travel Claim Submitted) NECESSARY APPROVAL
Faculty and Staff Member Chair or Department Head and, if over $5,000,

the Dean/Director or Acting.

Associate Deans, Associate or Assistant Directors, | Dean, Director, or Acting

Chairs, Administrative Department Heads
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Deans, Directors, Associate Vice-Presidents, Chief | President, Provost & Vice-President Academic,

Librarian, Executive Directors, Assistant Vice- | Vice-President Finance & Administration or

Presidents and Vice-Presidents Immediate Supervisor

A Chair or Department Head may, with the apprafahe appropriate Dean or Director, delegate sigruthority
for faculty or staff reimbursement claims up toGEH) to a subordinate. This delegation must be didhin writing
and forwarded to the Manager, Accounts Payablegaluith a specimen signature of the delegated ereployhe
responsibility will remain with the original dele@ay authority. For Tri-council expenditures there limitations to
the delegation of approval; refer to Section Shig procedure for more information.

The traveller and the individual who approveyment must ensure that claims for expenses asedordance with
this policy and procedure.

Travellers should ensure that they have adedgusurance for the travel contemplated. Refedotion 10 of the
procedure for more information.

Employees hired to work at off-campus locatigvi not be reimbursed for travel expenses to &od their home
and their work location.

Travellers may retain any loyalty program psifi.e; frequent flyer points) accumulated fromivénsity travel. There
may be tax implications if the points are exerci@dgersonal use. Refer to the Canada Revenuedd€&RA) web-
site (IT-470R & the topic — Frequent Flyer progrdor)more informatbn. http: //www.cra-arc.gc.ca/menu-e-htrrl

Definitions

Delegate The person authorized in writing to sign for gfiedransactions on the behalf of the originalrsigy

authority. Refer to Section A.5.

Acting Authority: The person who has been designated acting irefbecity of the signing authority position

C.

(Chair, Dean or Director). Acting Authority is meally a short term arrangement due to the temgabsence
of the signing authority.

Travel and Business Expense Reimbursement Proagae

Table of Contents:

1. Expense Claim Form and Receipts
2. Transportation
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Accommodation

Meals

Hospitality

Examples of Eligible and Non -Eligible Expenses
Methods of Payment

Other (Form Submission, EFT, Visiting Faculty)
Tri Council Approval and Requirements
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10. Insurance

1. Expense Claim Form and Receipts

1.1. Completed Form
1.1.1 Claims for reimbursement of travel expensestrbe submitted on the Travel & Business ExperiaégnC

form. For more information on the claim form ané tBxpense Claim System (ECS), refer to the tutatial
the Financial Services website.
The reimbursement claim must include:
1.1.1.1 A clear statement of the purpose, destinatnd duration of the trip;
1.1.1.2 Clearly detailed expenses supported byaked receipts required by this policy;
1.1.1.3. The signature of the traveller certifythgt all information is correct;
1.1.1.4. The approval signature from one admirtisgdevel higher than the traveller.

1.1.2. Travel Claims should be submitted withimtth{30) working days of the traveller’s return.

1.2. Receipts
1.2.1. A traveller must submit original, itemizawedated receipts to substantiate each expenseeddor
reimbursement on the travel claim. The originakipt (and additional documentation if necessary)
must identify the following:
1.2.1.1 the goods &/or services purchased; wighdate and name of the supplier or service
provider;
1.2.1.2 the cost of the purchases; includinggaxe
1.2.1.3 the method of payment (debit or crediticeash or cheque)

1.3 Minor Items with no Receipt
1.3.1 Minor expenses that are impossible or diffitureceipt may be approved at the discretiothef
individual approving the traveller’s claim. Thas@or items need to be itemized on the travel claim
Examples of such items include subway fare, ditvens of public transit and miscellaneous grataitie
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1.4 Missing Receipts
1.4.1 When a travel expense receipt is missing amtlplicate cannot be obtained, the traveller nsufimit a
written explanation (with proof of payment fromceedit card statement) accompanied with the apjatspr
Travel claim and signed by both the traveller ahd appropriate approval (not the delegate) authori
Where the receipt is lost and there is no proopayment, the traveller must complete the attadioeah
“Reimbursable Expense for Which the Original Rpteias Lost” and submit it with the Travel Claim.

http: //www.uoguel ph.ca/finance/sites/uoguel ph.ca.finance/fil es/Mi ssing%20Recel pt%620F or m.pdf

1.5 Petty Cash Voucher
1.5.1 If expenses are under $ 100, reimbursement meamade using the petty cash voucher. Contaat yo
administrative contact who handles Petty Cash dorr ylepartment. A Petty Cash form sample is locateter
forms on the Financial Services website.

2.0 _Transportation
2.1. Air Travel

2.1.1 Economy or similar fare is to be used whenpussible. Travellers claiming for the cost oftavel in a class
of travel higher than economy must obtain the aygir@f their respective Dean or Vice President.sThi
approval must be provided for each occurrence.

2.1.2 The traveller must submit the original invemmr receipt for transportation by train, bus @mg along with the
boarding pass for each portion of the trip. Alcdments are required to provide the details ofttipeand as
proof the claimant’s trip occurred.

2.1.3 When a traveller pays for airfare in advawoicine trip date, a Travel Claim may be submitiedthese
expenses if supported with the appropriate rece&ime initial claim will be processed on the coiuglitthat the
airline boarding pass will accompany and be refeed on the final travel claim. The Expense Inptdrm
allows the claimant to record and check off praslyg paid or direct charges on the form. The Tra@aim
Cover Page automatically summarizes the trip Expginto 3 categories; Total Trip Expenses, Puslo
Claimed or Direct Billed, and Expenses ReimburBeid Claim.

2.1.4 Air travel can be booked through local travel agesicThe cost of the fare will be invoiced to theivérsity
and charged to the appropriate Departmental accmating.

2.1.5 Travel to local airports is available from locarsport services e.g. "Red Car Service". If a peieaitomobile

Page 4 of 16



UNIVE}@ITY Financial Services — Policies
MGUELPH Please refer to the Financial Services websitthismost recent version of this document

Financial Policy FD2.
Travel and Business Reimbursement Policy & Procedar

is used to and from the airport, a mileage/km aioge plus parking costs will be allowed up to, bhot in
excess of, the cost of local transport service$ #auld have been incurred for a round trip. Forreno
information on the use of a private vehicle reteséction 2.5

2.2. Flight Cancellation Insurance
2.2.1. Flight cancellation insurance enables tergdio be reimbursed for the cost of cancelleihaiflights when the
cancellation was due to events that are not urigecontrol of the traveller (for example — mediedsons).
Travellers may claim the cost of purchasing th&imance.

2.3. Tickets purchased using loyalty program points
2.3.1. Travellers are not expected to use poiots floyalty programs for University travel. Shoulety choose to do
so, they shall not claim reimbursement for the teglent’ cost of the airline ticket. The Universityill
reimburse the cost of taxes and surcharges actpaillyby the traveller. Receipts are required. Ref&Section
A.8 of this policy for more information relatedfrequent flyer programs.

2.4. Car Rental
2.4.1. Travellers may require a rental car to gawe and/or reduce costs. Reimbursable expenskglnthe rental
fee for non-luxury model cars, the km/mileage gkaby the car rental agency, gasoline charges and
insurance coverage when applicable. For a caalranthe local area refer to Financial Serviceb veite under
Budget-Rent-A-Car. CAUBO has also negotiated widgh major car rental companies for travel acrossa@a;
for more information refer to the CAUBO website.

[| in k] http: //mww.caubo.ca/supplier_contracts/main

2.4.2. Travellers who rent vehicles are respongiblensure that they have obtained adequate inseirftease refer
to the Insurance section 10 of these proceduraemdoe information.

2.5. Private Automobile & Automobile Allowance perKm
2.5.1 It is not recommended that privately ownetlicles be used for University business since theelfer's

personal insurance coverage may not extend to disengehicle for University business purposes. ®veith

your insurance company regarding appropriate cgesrddowever, in circumstances indicated below, the

approving authority may approve the use of privatetned vehicles on trips:

2.5.1.1 When, in their opinion, time is saved; tingency of the journey and the nature of the dijtistfy the
use of a privately owned vehicle.

2.5.1.2 When the destination cannot be reachedtlgr aneans, or when more than one location is to be
visited.

Page 5 of 16



UN]VE}@]TY Financial Services — Policies
oGUELPH Please refer to the Financial Services websitthismost recent version of this document

Financial Policy FD2.
Travel and Business Reimbursement Policy & Procedar

2.5.2 The reimbursement rate for use of a perseglaicle while on University business $8.43 per kilometer.
(This rate was effective Septembér 2008). The kilometer rate is to reimburse forl fpgersonal insurance,
and depreciation expenses.

2.5.3 Specific charges for parking and tolls inedrwhile on University business will be reimburgser and above
the km rate when supported by the appropriate peceines, late fees, storage, maintenance, repaing
and charges in connection with traffic and parkifadations are the responsibility of the traveller.

2.5.4 When a privately owned vehicle is used, the reimbursement should not exceed the most ecombmic
alternative mode of transportation.

2.6 Other Transportation
2.6.1. Reasonable expenditures for taxis and putdicsportation to and from airports, railway stasi, between

appointments, hotel locations and meeting placeseambursable, including reasonable gratuitieséovice.

3 Accommodation

3.1 Hotel, motel and other accommodation expenseslibbwed if the claimant submits original recsifdr such
charges. The receipt for accommodation(s) mustiit'echow the name and location of the hotel, datmber
of days, and the rate per day or week. The Unityedsies not reimburse for mini-bar or movie expense

3.2 Where the faculty or staff member shares a roorh aitamily member the single rate should be showthe
invoice and only that amount claimed. Travellingpemses for family members are ineligible unlessgetra
required is related to University business andésguthorized..

3.3 Special discounts on Canadian hotel accommodat®mailable through the CAUBO organization. Reger
the CAUBO web site for a list of Hotels and rates.

[ li nk] http: //www.caubo.ca/supplier_contracts/main

3.4 Accommodation provided in private residences mayeirabursed at the discretion of the approving ity
This amount should not exceed $50.00 per day stgxgbby specifics.

4.1 Reasonable out-of-pocket costs for meals véllréimbursed by submitting receipts for actual nezsts. The

university will no longer allow a “per diem” to hesed for faculty and staff travel reimbursements.
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Original, itemized and detailed meal receipt(s)raguired. (Note that credit card receipt alonenacceptable — the

receipt must itemize the restaurant meal.) Taxdgyaatuities are included as part of the meal ptcei

Where receipts are lost or unavailable the “Misdregeipt” form is to be completed, signed and idetliin the
expense claim submission. This form is availabbenfthe Financial Services web site, Travel /ExpeBasmmary

under Forms.

4.2 As a guideline, employees should stay withi Theasury Board guideline of $70 per day for méadsravel in
North America. For travel outside of North Amerite Treasury Board of Canada guidelines may bé. u@ikefer
to the Treasury Board Appendix for Meals O/S Ndktherica on the web @

http: //iwww.tbs-sct.gc.ca/pubs _pol/hrpubs/tbm 113/menu-travel-voyage-eng.asp

Note that Individual Colleges and Departments mrmaglément meal guidelines which are more restrictineall

cases, original, itemized receipts are required.

4.3 Alcohol cannot be claimed and will not be reimsed as part of a travel or meal expense. Thesrdbmean

employees cannot have alcohol with a meal, itjusans the employee is responsible for the cost.

5 Hospitality
5.1. Travellers may be reimbursed for reasonableemses incurred when entertaining guests or \isitehile

conducting University business. For further detaider to the University Hospitality Policy andetluniversity
Hospitality Procedure.

5.2  For Tri-Council expenditures, when claimingspitelity, only the costs for guests reshployed by the University
will be allowed (i.e. grantee meeting with partnansl stakeholders) and under no circumstancesledhol be
reimbursed for Tri-Council funding. For more infaation refer to Section 9: Tri-Council.

6 Examples of Eligible and Non-Eligible Expenses
6.1.1. Examples of Other Eligibbxpenses that may be reimbursed include:
6.1.1.1. Voice and internet charges necessaryrtdum university responsibilities and to allow theveller to
stay in reasonable contact with their immediateiligm
6.1.1.2 Cell Phones, Personal Digital AssistanBAR (eg. Blackberry, Palm Pilot, Pocket PC) amdeinet
access are an allowable expense where the costeasenable and are necessary for University

business.
6.1.1.3. Expenses for baggage handling and storage;
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6.1.1.4. Laundry and dry cleaning charges may balglaimed if they are incurred on or after thersikay
since departing from the University.
6.1.1.5. Reasonable gratuities;
6.1.1.6. Expenses for obtaining travel visas;
Note: Other restrictions apply for Tri-Council; refer t o Section 9 for more information. .

6.1.2. Examples of Non-EligiblExpenses
6.1.2.1. Interest charges on outstanding chargeledances;
6.1.2.2. Loss or damage to personal possessions;
6.1.2.3. Parking and traffic fines;
6.1.2.4. Personal expenses including child camenddefees, travel, accident and life insurances;onbvies,
mini-bar charges;
6.1.2.5. Expenses of family members unless presaizdd as University business;
6.1.2.6. Expenses for failure to cancel transpiortair hotel reservations;
6.1.2.7. Passport expenses;
6.1.2.8. Late fees.

6.2. Combining University Travel with Personal Trawel
6.2.1. Travellers may combine university travel aedsonal travel with the approval of their adntiaiive head of
unit. In the event that the traveller schedulesralirect route (interrupting business portions dfrip for
personal travel or visa versa), the administratiead and the traveller must agree in advance caira f
allocation of the trip expenses that refer to Ursitg business. In no event will the university'sripon of
expenses exceed what would have been chargedédaeéitbonal travel interruption not occurred.

7 Methods of Payment
7.1. AMEX Corporate Travel Card
7.1.1. Faculty or staff may apply for a UofG /Anuam Express corporate travel card with the appro¥dheir

administrative department head. The AMEX applicgatiorm can be printed from the Financial Services
website. These “individual” corporate travel cam® intended for the cardholder's University busie
related expenses. Cardholders are responsibleafongnt to AMEX and may claim reimbursement from the
university. Financial responsibility for chargescluding delinquency charges and interest chaigeabat of
the individual cardholder.

7.2. Personal Credit Cards
7.2.1. A traveler's personal credit card may bedusepay for travel expenses. However, the Unitedoes not
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reimburse personal credit card service chargemaigncy assessments, interest, annual fees, ootaey
charges associated with personal credit cards.eTéresthe sole responsibility of the cardholder.

7.3. Travel Advance
7.3.1. While travelers are encouraged to use palssrAMEX corporate credit cards or direct billingvhenever
possible, a travel advance for persons holdingquisgg authority on an account may be obtained by
submitting a Travel Advance form, signed by trevédler and approved by one administrative levghéi.
For a Travel Advance exceeding $2,000, the approlvahe appropriate Dean, Director, or Acting isca
required. The Travel Advance form can be accestedhe Financial Services website. The completed
approved Advance request must be submitted to iRev€ontrol_sevemworking days before the Advance is

required.

7.3.2. The Travel claim and settlement of the adeashould be done within 30 days after return fitben trip.
Overdue travel advances must be settled in fdidreerequesting a new advance

8 Other (Form Submission, EFT, Visiting Faculty)
8.1 Submission of form
8.1.1 The completed and approved Travel and Busifidésim, with attached receipts is forwarded to Expense
Reimbursement Officer, Revenue Control for processihe Expense Reimbursement Officer will verhgtt
the claim has the proper signature authorizatisnpporting receipts and documentation, accountngodnd
calculations. A refund payment will be issued te émployee.

8.2 Electronic Funds Transfer - EFT

8.2.1 The University encourages all employees wihmrst a Travel claim, to use the EFT (electronieds transfer)
service to direct their payment into their bankaaott rather than using a cheque. EFT is paperledsraich
quicker than issuing a cheque. Using EFT, the reisdgment payment is deposited directly to the cairs
bank account along with a reference on the barkraent. An email notification is sent to the claithat the
time of deposit. For more information refer to ffravel / Expense page on Financial services welwiia the
EFT Application form and submit the completed fdorRevenue Control.

8.3 Reimbursement for Visiting Faculty

8.3.1 Where the University is to reimburse thedtaosts for a visiting Faculty or other individsiga Cheque
Requisition is to be prepared and submitted toofiats Payable. The Cheque Requisition allowstlier full
mailing address of the individual to be includeith any special instructions. The Cheque Reqoisiform is

available at the Financial Services website.
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9.0 Tri Council: refers to the Federal Granting councils of:
* NSERC- Natural Sciences and Engineering Researahclaf Canada;
* SSHRC- Social Sciences and Humanities Researchc@@fiCanada;
* CIHR - Canadian Institute of Health Research
e CRC - Canadian Research Chairs
* NCE - Network Centre’s of Excellence

9.1 Tri-Council Approval:
9.1.1 For Travel Claims funded or partially fund®dthe Tri-Council; the Chair or Acting must appeathe Travel
Claim form. Delegated authority cannot approvediaan.

9.1.2 If a Travel Claim is funded by the Tri-Codramd the traveller is a; Student, Post Doc, Retestaff, or Staff,
the Grantee must approve the claim as well as taérQf the Grantee is unavailable, no one elsg approve
the claim unless the Grantee has formally delegatéubrity in writing.

9.2 “One Claim - One Trip” Requirement
9.2.1 When a traveller charges for airfare, comfegeregistration or hotel deposit in advance ofttiga Travel
Claim is normally submitted for these expenses glternatively the charges may be direct billed he t
University). To comply with the Tri-Council requiment of “One Trip — One Claim”, when the claimast i
completing the final travel claim for the trip, tipeeviously paid or direct chargekpenses must be recorded

on the claim. The Expense Input form allows tlanshnt to record these previously paid or direetrgbs and
then identify them as such by checking the appab@rbox on the form. The Travel Claim Cover Page w
automatically summarize the trip Expenses intot8garies; Total Trip Expenses, Previously Claime®ioect
Billed, and Expenses Reimbursed This Claim. Ré&dethe Travel & Business Expense Claim form at the
Financial Services website for more information.

9.3 Tri-Council Certification Form
9.3.1 For each Travel & Business Expense Claim #tduinthat charges a Tri-Council grant, the Tri-@aili Travel
Certification form must be completed, signed by &rantee and attached to each claim. The ceriificdbrm
is a part of the web accessible Travel & Businegsehse Claim form.

9.4 Examples of Eligible Expenses
9.4.1 When claiming hospitality, only the costs doests not employed by the University will be atal (grantee
meeting with partners and stakeholders).
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9.4.2 Although charges for rental vehicles are jittech the insurance for these vehicles is notwald on Tri-
Council grants.

9.4.3 Purchase or the rental of a cell phone iatotved without prior approval from Tri-Council.

9.4.4 Long distance charges are considered arbleligixpense, however phone equipment chargesn{oathly
charges) for phones are ineligible.

9.4.5 For a more complete list; contact Researchrigial Services or refer to the NSERC website at:

http: //www.nser c-cr sng.gc.ca/Professor s-Professeur s/Index_eng.asp

=  Web Menu PathNSERC, ChoseProfessors ChoselUse of Grant Funds

9.5 Examples of Non-Eligible Expenses

10
10.1.

10.2

9.5.1 Cost of Alcohol. The actual itemized recdipin the restaurant is required to ensure alcohatges are not
included on the meal claim.

9.5.2 Monthly charges for phones

9.5.3 Other restrictions apply.df a more complete list refer to the NSERC website.

. http: //www.nser c-cr sng.ge.ca/Professor s-Professeur /I ndex_eng.asp

=  Web Menu PathNSERC, ChoseProfessors ChoselUse of Grant Funds

Insurance

The university provides a variety of insummoverage’'s and employee benefits to addressigke associated with
travel for faculty, staff, and students. Not adlverage’s available extend to all groups or tocatumstances. It is
the responsibility of the traveller to ensure thaye adequate insurance for themselves and faneitgbers.

The following insurance information is meant &yve as a general guideline only and the descniptaf the various
insurance types are subject to the terms of thieig® themselves. Specific questions regardingrarsce should be
directed to the Insurance Office, Financial SexsicQuestions regarding medical or accident bensfibuld be
directed to your Benefits coordinator, Human Reses!

Eligibility for University of Guelph BenefitsMedical and accident plans at the University aremandatory and the

traveller should not assume that they are enrolRadt-time employees, students and recently-héragloyees are
not normally eligible for these plans and shoulduge that they have obtained adequate coveragesthaise.

The University's Group Benefits Insurance pobkcieequire that the individual be a defined employéethe
University. For coverage to extend to the travetleey must fit into one of the following categesi

a. Reqular full-time employeeare eligible for the full group benefit programomgbecoming actively employed
b. Temporary full-time and part-time employesgh appointments of more than six months, whoehav
workload of 35% or more, are eligible for Life Imance and Extended Health Care.
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c. Temporary full-time and part-time employegith appointments of more than six months, who reave
workload of 51% or more, are eligible to particpat the Dental and Long Term Disability plans upon
completion of two years of service.

Membership in benefits plans, for part-time employees who meet the above eligibility criteriais voluntary.

For additional information refer to the Group Irmuce Benefits for Employees booklet available @nlirom
Human Resources. This booklet contains importafatrimation that a University Traveller should be easvaf
concerning Out-of-Province Emergency Medical & HiaBenefits available to eligible University empéag.

10.3. The following is a list of the types of inance a traveller should consider prior to a trip:
10.3.1._Accident InsuranceA traveler’s loss of income or disability resndf from injuries sustained while travelling

on University business is generally eligible Wirkplace Safety and Insurance Board (WSIB) beselihe
University also offers life and long term disdtlilinsurance plans. Membership in these plansefothan
Workplace Safety) may not be automatic and magutgect to a waiting period for new employees.versity
members of faculty and staff who are injured wtpkerforming University business away from theirmal
place of work may be eligible for WSIB benefidease contact the Occupational Health, Human Ress@®
519-824-4120 Ext 52133 regarding any potentaihc!

For UofG AMEX Corporate Card users, acciden&dtt or dismemberment insurance is available when
travelling by common carrier (i.e. while travalion an airline) in the amount of $500,000 whexvdlling on
airline tickets purchased with the AMEX Corpor&ard.

10.3.2 _Life Insurancethe University offers basic group life insuranoesligible full-time university
faculty and staff members as part of their basiployee benefit plan. Contact your Human
Resources coordinator for more information.

10.3.3._Medical Insurance (OHIP & EHBIhe Province of Ontario has the Ontario Healtm&urance Plan
(OHIP) and the University offers extended mabliosurance to eligible faculty and staffembership

in these plans is not automatiand it is the responsibility of the traveller tcsare they have
adequate medical coverage for themselves andféimilies. This is particularly important

when travelling outside of Canada. Foreign wsl®ve to be enrolled in the University Health
Insurance Plan (UHIP).

If a traveller is enrolled in OHIP (which is natitomatic), the plan will normally reimburse mediig required
services at the amount it would cost had theisesvbeen performed in Ontario. The University'defxed
Health Benefits (EHB) plan is contingent upon mi&ining provincial health coverage (OHIP) or UHRr

Page 12 of 16



UN]VE}@]TY Financial Services — Policies

MGUELPH Please refer to the Financial Services websitthismost recent version of this document

10.3.4.

10.3.5.

10.3.6.

10.3.7.

Financial Policy FD2.
Travel and Business Reimbursement Policy & Procedar

more details refer to the booklet titled “Gromgurance Benefits for Employees” available
online at the Human Resources website.

Property InsuranceThe University insures the University's propeiitycluding property located off campus.

Property removed from the University’s premises tmios reported to the Insurance Office prior to the
beginning of the traveller’s trip. Please state ttha property is, the value, and the durationheftrip. Please
note there is a $10,000 departmental deductiblhénevent of a claim. The University does not isstire

personal property of the traveller

Liability Insurance The University will insure travelers againstrthparty liability claims while the travelers

are conducting University business. An exampl#hisf coverage would be to provide insurance c@eera
against allegations that the traveller negligeimjured another person or damaged their prop&his
coverage doesot include automobile liability which is covered und@eitomobile insurance policies.

Personal Activities Members should be aware that insurance covepageided by the University (for

example — Liability Insurance) only applies wher tiaveller is conducting University business. \lexa
periods before, during and after University buséna® not covered. In addition, family members taadelling
companions are not covered under University instgqolicies.

Vehicle InsuranceThe University does not insure private vehi¢sen while on University business). If

using a private vehicle for business purposesefample driving to a meeting off campus) the tiaveshould
confirm that he or she has the appropriate clasbusfness insurance from their own personal inggan
company. Refer to Section 2.5 of this procedurexfore information on the use of a private autorieohnd
the university automobile allowance per km.

10.3.7.1 Third-Party Liability - rental companj@®vide third-party liability insurance (this ings for claims
against the driver by another person) as pati@basic rental rate for the vehicle. Additional
excess third-party liability coverage is carrigdthe University for rental vehicles to
protect both the driver (while on University buess) and the University.

10.3.7.2 Collision Damage Waiver - Although cantad companies do not provide full collision and
comprehensive insurance as part of the basiclnextiéa they do offer the renter the option of
purchasing the Collision Damage Waiver (CDW) foraalditional fee. This insures against physical
damage to the rented vehicle. Purchasing frontéingental agency is the most expensive manner of
obtaining this insurance, and travelers are ergmd to investigate the alternate options discussed
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below.

Collision Damage Waiver (CDW) Coverage Optiontlriversity travelers have options for rental

vehicle collision and comprehensive insurance @ye They are:

10.3.7.2.10ption 1: Budget Rent-A-Car (Local Select Locatios Only)
For local rentals, travelers are encouraged to vehicles from Budget Rent-A-Car. The

University’'s Purchasing Services has negotiatedeped rates and insurance with several
locations of Budget Rent-A-Car. Refer to the Pusth@ section of the Financial Services
website for details. Through this arrangement, ttageller is not required to purchase any

additional insurance. The renting department’'s maxn exposure is limited to the $1,000
deductible. You are not required to use the AMEXpDoate Card for this option.

10.3.7.2.20ption 2: UofG American Express (AMEX) Corporate Card
Travellers using the UofG AMEX Corporate Card taydor their car rental (for most
locations in North America) receive automatic arge coverage for theft of or damage

to the rental vehicle. The following conditiongpgp

a)

b)

The Cardholder must be present at the tintkeofental and must remain the
principal driver of the vehicle throughout theverage period.

Coverage is available for secondary driveowioied they are listed on the
rental agreement

The vehicle cannot be rented for periedlseeding 31 consecutive days.

The Collision Damage Waiver (CDW) or similgation must be declined.
Vehiclesot covered by the UofG AMEX Corporate Card includgyensive

or exotic automobiles, trucks, off-road vehiclesreational vehicles, campers,
trailers and certain vans.

In the event of an accident, AMEX must be comdatvithin 48 hours. Please refer to

AMEX directly for further CDW insurance informatioand/or exclusions by calling

cardholder insurance assistance at 1-800-243-0198.

10.3.7.2.30ption 3: Other Vehicle Insurance Options
If the traveller does not rent a vehicle from afighe listed Budget Rent-A-Car locations
referred in Option 1 or the traveller does not thee UofG AMEX Corporate Card, the
Collision Deductible Waiver (CDWhust be purchased from the automobile rental

agency. An exception to this rule would be usimealit card other than the AMEX

Corporate Card that offers similar coverage toANEX Corporate Card.

10.3.7.2.40ption 4: International Vehicle Rentals
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Note that the insurance coverage described ino@ptl through 3 applies only to vehicles
used in Canada or the continental U.S.A. If yoe #avelling abroad and renting

vehicles at your destination, you are respondiearranging your own insurance as is
appropriate for the country(s) in which you aseélling.

E:\Financial Services\Policies\Travel\Travel Policy & ProcedureF12.0 - Feb 27, 2012.docx
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Appendix 1
Reimbursable Expense for Which &éhOriginal Receipt(s) was Lost

To be completed by Claimant and attached to theelt@nd Business Expense Claim form.
The following is a list of expense details that &vercurred while conducting University Business &dwhich the
original receipt(s) were lost.

Date Description Foreign Canadian
(Include: What was purchased, supplier name, agdephone number, purpose, Amount Amount

& other related information)

Total Expenses

| hereby certify that the expenses noted above are net of any travel rebates, agency discounts, were incurred on University business, are not
previously reimbursed and are in accordance with University Travel Policy

| request that the expensesincurred as noted above (without original receipts), be approved for reimbur sement.

Signature of Claimant Positiofitle Date
Print Name
Approval Signature Position / Title Date
Print Name

Page 16 of 16



