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TRAVEL RELATED EXPENSES 

For conferences/meetings: 

 Please remember to include the name, location and dates of the conference or meeting in the 

Comment text box. 

 Please include something from the conference (e.g. copy of Prospectus or webpage) that states 

name, location and dates. 

 Travel and accommodation receipts should align with conference dates. Please ensure personal 

travel days (if applicable) are removed or costs adjusted accordingly. 

 Please claim per diems/meal allowances (Option 1 below) or receipts (Option 2 below) in date 

order (e.g. Day 1, Day 2, Day 3 etc.). 

 If claiming per diems or meal allowances, please do not attach receipts. 

 If claiming itemized receipts, reimbursement will only be up to Treasury Board rates (see link 

below). 

 If alcohol is not permitted by a granting agency, then please do not purchase regardless of meal 

option selected below. 

 If claimant is not the PI on the grant (e.g. staff or student), then please state relationship to PI in 

Comment text box as well. 

In general: 

 Please include as much detail as possible (e.g. rather than a description of “parking”, please 

state “parking at XX for meeting with XX to discuss XX.”) 

 Please include a copy of the expense report cover sheet with your receipts. 

 If you are claiming a non-CDN expense in CDN dollars, you must include credit card backup to 

substantiate. Otherwise, the system will automatically convert based on the day incurred. 

From: Western Travel <travel@uwo.ca> [mailto:travel@uwo.ca]  

 
Employees will be reimbursed for meals that are substantiated with a business purpose.  
Individuals have the option of claiming meal allowances or reimbursement of actual meal  
costs, up to a maximum of the Treasury Board Meal rates.  Meal allowances  are permitted under the 
Broader Public Sector (BPS) Accountability Act and will be reimbursed at the below rates. Receipts are 
not required when claiming meal allowances.   
 

Please also note, meal reimbursements are not eligible for any meals that are included in the 
cost of the transportation fare, conference fee, accommodation charge, or other associated 
fees.   
 

Refer to the Financial Services Website for additional information on Travel & Expense Reimbursement: 

http://www.uwo.ca/finance/accounting/travel_expense_reimbursement.html 
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