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UNIVERSITY OF SUDBURY 

EXPENSE REIMBURSEMENT POLICY 
 
PURPOSE, APPLICATION AND SCOPE  
The Expense Reimbursement Policy (the “policy”) sets out rules for the reimbursement of expenses by the 
University of Sudbury (the “University”) from public funds as required by the Ontario Government’s 
Broader Public Sector Expenses Directive (the “Directive”) issued in 2011 under the authority of the Broader 
Public Sector Accountability Act, 2010. It is to be reviewed at least every five years, is to be posted on the 
University of Sudbury web site and will be provided in alternative formats upon request. 
The policy applies to any person in the organization making a claim for expenses incurred while on 
approved University business, including employees, board members, appointees, volunteers, and 
consultants and contractors engaged by the University. Expenses funded by an outside body must be in 
accordance with the most stringent of applicable granting agency guidelines, the terms of the specific 
award or this policy. 
 
PRINCIPLES 
The policy is based on the Directive’s four key principles. 

1. Accountability The University is accountable for public funds used to reimburse travel, meal and 
   hospitality expenses.  All expenses shall support University operations and  
   objectives. 

2. Transparency The University is transparent to all stakeholders.  The rules for incurring and  
   reimbursing travel, meal and hospitality expenses shall be clear, easily   
   understood, and available to the public. 

3. Value for Money Funds are used prudently and responsibly.  Travel, meals, accommodation and  
   hospitality must relate to necessary activities and are to be conducted in an  
   economical manner with due regard for health and safety. 

4. Fairness  Legitimate, authorized expenses incurred during the course of conducting  
   University business are reimbursed. 

 
GENERAL 
Accountability Framework 
All expense reimbursement claims from University funds require approval by the person to whom a 
claimant reports.  Both the claimant and approver are responsible to ensure that the activity has been 
approved in advance and that expenses relate to legitimate university business. There is no obligation to 
reimburse individuals for expenses they incur without prior approval or that do not meet policy guidelines 
such as professional allowance rules or the University’s reimbursement rates. 
 
Alcohol 
Moderate consumption and price point should be the standard followed. 
 
Hospitality 
“Hospitality” is the provision of food, beverage, accommodation, transportation and other amenities to 
individuals not engaged in work for the University. Reasonable costs of hospitality, where there is a clear, 
documented business purpose including the names of the individuals or group involved, are reimbursable.  
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Where hospitality is provided, attendance of employees and other participants should be limited to those 
who will contribute directly to the accomplishment of the business purpose. 
Such expenses incurred solely for the benefit of individuals covered by this directive are not considered 
hospitality functions and cannot be reimbursed (e.g. entertaining fellow employees). In special 
circumstances there may be a business purpose to a function attended only by individuals covered by this 
directive and prior approval should be obtained from the President or the Treasurer. 
 
CONSULTANTS AND CONTRACTORS 
Contracts with consultants and contractors may provide for the reimbursement of specific expenses directly 
related to carrying out the contracted services.  However, expenses related to hospitality, food or incidental 
expenses are not reimbursable. 
 
CLAIMING TRAVEL, ACCOMMODATION, MEAL AND HOSPITALITY EXPENSES  
Responsibilities of Claimant 
For expenses to be reimbursable, claimants must do the following: 

 Obtain all appropriate approvals in writing prior to incurring expenses. 

 Prepare Travel and Business Expense Report (form available from Treasury Department). 
· include original, itemized receipts (charge card slips alone are not adequate – the actual 

invoice must also be included); 
· attach all related documentation such as initial approval with documented business 

purpose of activity, names of participants where applicable; 
· if any required information is missing, a written explanation is to be provided to assist the 

approver with decision making; 
· obtain signed approval of expense report from person to whom claimant reports; 
· submit complete expense report package to Treasury Department within 15 days of 

incurring the expense or of returning from a trip; 
· if applicable, repayment to the University should be included with the expense report. 

 If leaving employment with the University, any claims for expenses must be submitted before the 
final day of employment. 

Responsibilities of Approver 
Individuals may not approve their own travel, accommodation, meal and hospitality expenses.  Expenses 
are to be approved by the person to whom the claimant reports.  Expenses for a group can only be claimed 
by the most senior person present.   
Approvers are responsible to do the following: 

 Provide advance approval only for activities that are planned in accordance with the Value for 
Money Principle and are clearly to be incurred in the performance of University business for which 
budgeted funds are available (may require consultation with Treasury personnel).  In the case of 
professional allowance reimbursements, ensure that the expenditures meet the requirements of 
the applicable collective agreement or policy. 

 Where frequent travel and/or hospitality are consistent with the requirements of job 
responsibilities, advance approval may be given for all or a block of activities. 

 Provide final approval only for expenses that were incurred for the activity previously approved or 
where there is a reasonable explanation for any departure from it. 

 Provide approval only for claims that include appropriate documentation. 

 When discretion needs to be exercised, approvers should consider whether the decision is able to 
stand up to scrutiny by the auditors and members of the public, whether the situation has been 
properly explained and documented, and whether the result is fair and equitable, reasonable, and 
appropriate.  Rationale is to be documented and included with the expense claim. 
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 Authority for Approvals 
 Chair or Coordinator approves requests from academic personnel in their department or programme 
 Registrar approves requests from Chairs and Coordinators 
 Board Chair or Vice-Chair approves requests from the President 
 President approves requests from direct reports 
 Treasurer, Librarian and Registrar approve requests from their staff members for their own budget areas 

 
Responsibilities of Treasury Department 
When processing expense reports, Treasury Department personnel are responsible to do the following: 

 Ensure that the submission includes all appropriate documentation and approvals. 

 Verify clerical accuracy of the submission and compliance with policies. 

 Confirm that budgeted funds are in place for the activity. 

 Ensure that time frames have been met by the claimant. 

 Process payment in a timely manner. 

 Maintain full records of all reimbursements for verification and audit purposes. 
 
SPECIFIC REQUIREMENTS 
Travel  
Travel should be by the most direct route and by the most practical and economical means of 
transportation (plane, train, road vehicle). Economy (coach) class is the standard option. Passenger ticket 
stubs or boarding passes along with proof of payment are to be included with the expense claim.  Where 
rental of an automobile is the best alternative, the pricing arrangement negotiated by L.U. for the campus 
normally yields the best rate.  The Treasury Clerks can provide information. The use of a personal car is 
permissible for short journeys where this is the most economical means of transportation and will be 
reimbursed at the rate per kilometer established by the University. The kilometer rate set out in the 
Schedule of Reimbursement Rates is inclusive of fuel, insurance premiums, insurance deductibles, 
maintenance, storage, repair, towing and any charges in connection with traffic violations. 
Vehicle Insurance 

 Rentals: University insurance applies to vehicle rentals of not more than 30 days provided 
“University of Sudbury” appears on the contract as the renter.  If it does not already appear on the 
contract, you may write “University of Sudbury c/o your name” on the contract if renting yourself 
and using your personal charge card or write “University of Sudbury c/o Laurentian University” on 
the contract if the vehicle is rented under the campus wide pricing arrangement through a 
University of Sudbury Purchase Order.  

 Personal Vehicle:  In the event of an accident, the owner’s personal vehicle insurance is the primary 
payer and the University’s insurance may be the second payer, subject to the terms of the policy.  A 
personal vehicle being used for University business must be insured at the owner’s expense for not 
less than $1 million Third Party Liability and it is the driver/owner’s responsibility to ensure that the 
policy includes coverage for business use. The University will not reimburse the costs of any vehicle 
damage, personal vehicle insurance premiums or deductibles. 

Accommodation 
The standard for accommodation is a single room with a private bath in a business class hotel.  Use of 
luxury accommodation will not be reimbursed.  A detailed statement of guest charges from the host 
establishment is required for proof of stay and verification of charges. 
Meals 
Meals are generally considered a personal expense, not to be paid out of University funds. Meals are 
reimbursable in the following instances: 

 meals during approved, work-related, out-of-town travel 
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 meals during an approved overtime shift where work or required presence continues throughout 
the meal time 

 meals related to approved, official University business 

The meal rates established by the University are maximum rates for reimbursement.   
Detailed restaurant receipts are required.  A credit card receipt may be used to substantiate a reasonable gratuity. 

 
REIMBURSEMENT OF MISCELLANEOUS EXPENSES (e.g. supplies, books) 
Supplies and other miscellaneous items are normally purchased through the appropriate administrative 
department but in some circumstances it is necessary or desirable for individuals to purchase items then be 
reimbursed. The Accountability Framework states that there is no obligation to reimburse employees for 
expenses they incur without prior approval or that do not meet policy guidelines such as professional 
allowance rules or the University’s reimbursement rates. 
Reimbursement by cheque 
This is the standard method of reimbursement for miscellaneous expenses.  Original receipts are attached 
to the Cheque Requisition/Reimbursement Form (“brown form” available from the Treasury Department) 
and the claimant signs the request.  Approvals are as per the list in the box at the top of page 3 of this 
policy. 
Reimbursement from petty cash 
Petty cash reimbursements are made for nominal amounts and on short-notice, providing funds are 
available.  Supervisors and the Executive Assistant to the President are to use their judgement about the 
appropriateness of the expenditure, budget considerations and policy guidelines; then, if satisfied, they sign 
their own original receipts and those submitted by their employees. Reimbursements are made by the 
Treasury Clerks. The Treasurer reviews documentation regularly. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  


