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Purpose:  

1.1 This policy provides a framework of accountability and rules in the 

reimbursement and payment of travel, meals and lodging. 
1.2  This policy is intended to ensure fair and reasonable practices, and to ensure 

that individuals are properly reimbursed for expenses incurred while on 
authorized City Business. 

1.3 This policy defines reimbursable travel, meal and lodging expenses that may 

be incurred while on authorized City business. 

 
Objective: 

Both Claimants and Authorizers shall take the following principles into account in 
determining whether to make claims for and authorize reimbursements and 

allowances: 

a) Taxpayer dollars are to be used prudently and responsibly with a focus on 

accountability and transparency; 
b) Travel, meal and lodging expenses must support City Business; 

c) Travel, meal and lodging expenses do not violate the purchasing policy 
(Purchasing/Procurement Policy no. 2015-008); 

d) Only legitimate and approved expenses incurred in relation to City Business 

will be reimbursed; 
e) Prior approval to incur expenses is obtained where appropriate; 

f) Claims should be: 
i. Able to withstand scrutiny by the external auditors of the City of 

Lloydminster and members of the public; 

ii. Properly explained and documented; 
iii. Reasonable; and 

iv. Appropriate. 
g) All expense claims must reflect prudent use of City resources, good 

judgement, due diligence to reasonable economy, and be defensible to a 

reasonable and impartial observer.  
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Definitions: 
 

Authorizer With respect to a Claimant, an individual with 

the authority to approve reimbursements or 
allowances under this policy. 

Lodging Commercial lodging facilities such as hotels 

Senior Management CAO, Deputy CAO, Executive Director and 

Director 

Claimant Any employee who seeks reimbursement of an 

expense or payment of an allowance under this 
policy 

City Business Activities intended to promote and achieve the 
goals and objectives of the City of Lloydminster 

 

Scope: 

This policy applies to all expenses sought to be reimbursed and allowances claimed 
in relation to City Business, or on behalf of all City employees, in or out of scope. 

 

Policy Instructions: 

General Requirements and Authority 

1) Notwithstanding any other provision of this policy: 

a) No expense may be reimbursed or allowance paid except under this 
policy; 

b) A Claimant shall not claim and an Authorizer shall not approve 

reimbursement of alcohol as part of a travel or meal expense. 
2) Expenses incurred by one individual on behalf of another must be attributed 

to the individual for whom those expenses were incurred. 
3) Authorizers and Claimants must use any form prescribed by the Finance 

Department for the purposes of this policy. 

4) All claims and approvals must be explained and documented having regard to 
the principles set out in the section “Objective”. 

5) A claim for reimbursement or allowance must be made within 30 days after 
the expense or occasion giving rise to the claim. 

In some instances, failure to adhere to the requirements as outlined in this Travel 
Reimbursement Policy will result in the employee incurring out of pocket expenses. 

 

Approval of Allowances 

1. Subject to the other requirements set out in this policy, Authorizers shall 

approve the reimbursement of expenses and payment of allowances 
incurred in relation to City Business.  



2. The Claimant’s immediate supervisor may approve reimbursements or 
allowances. 

3. A Claimant seeking reimbursement of an expense or payment of an 
allowance must:  

i. Fill out the Employee Work-Related Expenses Reimbursement Claim 
Form see Appendix C.  

ii. At the exception of meals, all claims must be supported by an 

itemized receipt that show actual purchase and a proof of payment 
such as a credit or debit card receipt. 

4. Authorizers and Claimants are accountable for their decisions, which must 
be: 

a) Subject to good judgement and informed knowledge of the 

situation; 
b) Exercised in appropriate circumstances; and 

c) Compliant with the principles and requirements set out in this 
policy.  

5. When a Claimant receives a discount, credit or bonus for travel that 

reduces the original travel cost at the time the expense is incurred, the 
Claimant may only claim reimbursement of the net expense. 

Reimbursements  

1. Claimant will be reimbursed only after the appropriate documentation has 
been submitted, reviewed and approved.  

 
2. When a Claimant is charged GST on an expense reimbursable under this 

policy, the Claimant shall be reimbursed the total amount shown on the 

receipt, including the GST. 
 

3. Claimant will be reimbursed via Electronic Fund Transfer (EFT). 

If the Claimant hasn’t already, he/she will have to fill out the Direct Deposit 

Authorization, see Appendix C, and provide bank information or attach a void 
cheque.  

Claimant must submit to Accounts Payable the appropriate documentation no 
later than 5 pm on Wednesday in order to be paid the following Tuesday.  

4. Claimant should allow up to 10 business days from receipt of the approved 
expense claim in Accounts Payable to process payment.  

Travel Expenses  

Any Claimant is expected to travel by the most direct route and use the most 
economical means of transportation, taking into consideration the travel time 

involved.  
 

Subject to any requirements set out herein, a Claimant may claim reimbursement 
of the following expenses incurred by travelling for City Business: 



 

a) Air fare; 
b) Automobile rental; 

c) Rail fare;  
d) Excess baggage charges where extra equipment is required because 

of duties being performed; 

e) Charges for electronic communication related to City Business; 
f) Charges for business related phone calls; 

g) Inter-municipal bus fares, including airport bus; and 
h) Internet connectivity in hotels, airplanes or other public places. 
i) Public transportation; 

j) Taxi or town car, limousine or similar vehicle fares; and 
k) Parking charges. 

 

Personal Travel Combined with Business Travel 

When personal travel is combined with business travel, the employee will be 
reimbursed for only the business portion of the trip.  

Where the allocation of business versus personal travel is not clearly evident, e.g. a 
multi-destination airline ticket where one or more of the destinations is for personal 

travel, then an airfare quote for the “business portion only”, taken at the same time 
as the actual airline booking, should be provided to the approver. The airfare quote 
for the business portion of the trip will be the reimbursable amount, if this amount 
is lower. 

For example: 

A staff member plans to attend a conference in Calgary and, at the end of the 
conference, fly to Vancouver for some personal time off. When booking the travel 
arrangements, the staff member will: 

(1) obtain a quote for the Lloydminster-Calgary-Lloydminster flight. This is the 
“business” portion of the trip; 

(2) book the travel arrangements for the Lloydminster-Calgary-Vancouver-
Lloydminster flight segments. 

When submitting the request for reimbursement, the original invoice for the cost of 
the airfare booked (see item (2)) should be submitted along with the quote for the 

“business” portion obtained (see item (1) above). The quote for the “business” 
portion would be the reimbursable amount unless the actual amount paid for entire 
trip (see 1) was less. 

It is the responsibility of the approver to ensure that the quote and the actual 

invoice are comparable and represent the same booking conditions, i.e. both 
amounts were obtained on the same day, etc. 

Travel arrangements where personal travel is combined with business travel, are to be 
brought to the attention of the Authorizer prior to booking the travel. 



 

 

Travel by Air 

Travel arrangements are to be brought to the attention of the Authorizer prior to 
booking the travel. 

1. An Authorizer should encourage the Claimant to book the most cost-effective 

air travel. 
 

2. An Authorizer may approve business class air travel: 
a) If a medical condition necessitates an upgraded travel class and 

supporting physician’s note; or 

b) If the length of the economy class air travel is unreasonably longer 
than the business class. 

Travel Outside of Canada 

 
3. A Claimant shall be paid in Canadian currency for allowances related to 

foreign travel or for reimbursement for expenses incurred in a foreign 
currency and supported by receipts. 
 

 
4. A Claimant shall be reimbursed for losses incurred due to any change in the 

rate of exchange for foreign currency purchased to meet reimbursable 
expenses when travel is required outside of Canada. 

 

5. If a Claimant becomes ill and requires medical attention or hospitalization, or 

both while travelling outside of Canada, the Claimant may claim 
reimbursement of any related expenses in excess of personal coverage in 

Alberta or Saskatchewan and any purchased travel medical insurance. 
 

6. A Claimant may claim the expense of travel immunizations. 

 

Ground Travel 

Travel by Third Party Vehicle 

7. A Claimant may claim reimbursement for the actual expense of hiring or 
renting third party vehicles. The actual expense shall be the amount shown 

on the invoice plus a gratuity up to 15 percent. 
 

8.  A Claimant may claim the expense of renting a vehicle if there is a valid 
business purpose and if the size and type of the vehicle is appropriate for the 

number of passengers, road conditions, and nature of the need. In-car 



navigation systems and electronic toll payment (where appropriate) are 
reimbursable expenses but expenses for all other convenience options are 

not reimbursable. 

 

Travel by Claimant Vehicle 

When two or more employees are attending the same seminar, convention or 
meeting, carpooling shall be practiced whenever possible. 

 

9.  An Authorizer may authorize one of the following allowances for a given day: 
(a) A vehicle mileage allowance at the rate set out in Appendix “A” if a 

Claimant uses their private vehicle to travel for City Business 

(b) A vehicle mileage allowance at the rate set out in Appendix “A” if a 
Claimant uses their private vehicle for City Business where another 

means of transport is available such as carpooling or using a City 
vehicle.  
 

10. An Authorizer must not authorize an allowance or a portion of an allowance 
to the extent it relates to travel between the Claimant’s residence and office 

or primary place of work.  
 

 When more than one traveler is attending the same event, all attendees 

must where practical/possible: 
i. Coordinate travel arrangements 

ii. Take advantages of group sales 
iii. Individually submit a separate expense report for reimbursement. 

 

 Expenses relating to personal vehicles such as maintenance, repairs, accident 
deductibles or tickets, etc. will not be reimbursed. 

 
 No additional allowances are payable for carrying passengers.  

 

 

Business Insurance 

1. The City of Lloydminster does not accept any liability under any circumstances, 

for claims arising from the use of privately owned automobiles. Person(s) using 
privately owned automobile(s) for municipal business travel are responsible for 

ensuring: the automobile(s) is properly insured for such use; compliance with all 
relevant statutory requirements; and payment of insurance premiums.  

2. If an insurer requires the Claimant’s private vehicle to be insured for use when 
travelling on City Business, the Claimant may claim incremental expense of the 

business premium to the maximum set out in Appendix “A”, pro-rated if the 
insurance is less than a year. 



 

City Vehicles  

Use of City vehicle where available is encouraged. 

Fuel will be reimbursed with supporting receipts. 

 

Per Diem Meal Allowance  

1. In accordance with current CRA prescribed rates, the per diem rates will be 

applied to a twenty-four hour period to a Claimant attending out-of-town City 
Business.  

2. Where a partial day per diem is applicable the following proration will be 
applied, as set out in Appendix “A”: 

 
 $17.00 for breakfast, if the departure or the return time is 7:30 a.m. or 

earlier;  
 

 $17.00 for lunch, if the departure time is 1:00 p.m. or the return time is 

1:00 p.m.; 
 

 $17.00 for dinner, if the departure time is 6:00 p.m. or earlier or the 
return time is 6:00 p.m. or later.  

 

3. No other expenses will be reimbursed; receipts are not required for per diem 
expenses.  

4. A Claimant must not claim a meal allowance if a meal is provided at no cost, 
unless the Claimant declines the meal because of a demonstrated:  

 
(a) dietary restriction; or  

 
(b) business reason.  

 

5. The per diem rate is not applicable to members of City Council and Senior 
Management for validated business development purpose; however, 

submission of receipts is required.  
 

 

 

Lodging Expenses 

 An overnight stay, in association with a one-day meeting or business 
event out-of-town is justified, depending on the scheduled start and end 



times of the meeting, and that the required distance to be travelled 
exceeds 150 kilometers. 

 
(1) When a Claimant is travelling on City Business and an overnight 

accommodation away from the Claimant’s residence is necessary, the 
actual expense of lodging or an allowance at the rate set out in Appendix 
“A”, per night, may be claimed. 

 
 Lodging should be selected on the basis of practical location and 

reasonable cost.  
 

 A modest token of appreciation, valued at no more than $40 per 

day may be claimed in lieu of hotel lodging.  
 

 In the event of travel cancellation, the Claimant may be held 
responsible and not be reimbursed for “no show” charges, resulting 
from failure to cancel a hotel reservation.  

 

 

Responsibilities 

 

Claimants 
 

i. Claimants are responsible for adhering to the provisions of this policy, in 

addition to the completion of the “Employee Expense Claim Form” and 
submitting for approval. Supporting documentation, as outlined in this 

policy must be attached to the expense report. To avoid duplicate 
payments to facilitate appropriate reviews; copies of credits credit 
card/interact slips, and credit card statements are not acceptable as 

receipts; however, may be required to provide proof of purchase. 
 

ii. On a monthly basis, Senior Management and Council Members are 
required to complete a written travel report; the “Council & Senior 
Management Monthly Travel Expenses Form”, outlining the nature and 

cost of the travel - see Appendix “D”. This summary will be posted to the 
City of Lloydminster website. 

 
 
Finance Role 

 
Approved expense reports are to be forwarded to Accounts Payable for 

processing on a timely basis. Finance and/or Auditors may conduct review 
at any time, without notice, to assess compliance with this policy. Failure 
to comply may result in corrective and/or disciplinary action. 

 



City Council will review and approve all policies. 

City Administration will administer the policy through the use of a supporting procedure. 

Sponsoring Department is responsible for creating and amending a supporting procedure. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Appendix “A” 

Travel, Meal and Lodging Reimbursement and Allowance Rates 

 

Expense Type Allowance & Reimbursement  

Private Vehicle Mileage 
Allowance 

$0.54 per kilometer travelled 

Business Insurance $500 per year, maximum 

Current Daily Meal 
Allowance 

 
$51.00 

 

Breakfast, 
 if the departure or the 

return time is 7:30 a.m. or 
earlier 

 
 

$17.00 

Lunch, 
 if the departure time is 
1:00 p.m. or the return 

time is 1:00 p.m. 

 
 

$17.00 

Dinner, 

 if the departure time is 
6:00 p.m. or the return 

time is 6:00 p.m. or later. 

 

 
$17.00 

Lodging Actual Expense 

In lieu of hotel lodging $40.00/night 

 

 

 

 

 

 

 

 



Appendix “B”

 



Employee Name:

EXPENSES

 $         0.50 /km

MILEAGE

-$                      

-$                      

-$                      

-$                      

0 $0.00

FUEL

-$                      

-$                      

-$                      

-$                      

-$                             -$                      -$                      

MEALS

-$                      

-$                      

-$                      

-$                      

-$                      

-$                             -$                      -$                      

ACCOMODATIONS

-$                      

-$                      

-$                      

-$                      

-$                             -$                      -$                      

TRANSPORTATION

-$                      

-$                      

-$                      

-$                             -$                      -$                      

MISCELLANEOUS

-$                      

-$                      

-$                      

-$                      

-$                      

-$                      

-$                      

-$                      

-$                      

-$                      

-$                      

-$                      

-$                      

-$                      

-$                      

-$                      

-$                      

-$                      

-$                      

-$                      

-$                             -$                      -$                      

Total Amount: $0.00 -$             $0.00

TOTAL Amount: $0.00

Employee Signature:

City of Lloydminster
Employee Work-Related Expenses

Reimbursement Claim Form

Date (MM-DD-YYYY):

Vendor #: 

Inv # (Initials Y-M-D of latest rec): 

Purchase Order #: 

** Please attach all associated receipts to this form as back-up **

Authorized Signature:

** TOTAL Amount Must Match PO Total **

 Expense Type & GL Date

kms travelled for work 

purposes @ Description of Travel

(ex. Trip to Edmonton)

Expense Type & GL

Description of Expense

(ex. Dinner, Cell phone)Date

Subtotal 

(including 

Tips/Shipping) GST Total



City of Lloydminster

Council & Senior Management Monthly Travel Expenses Form

Name: Date (MM-YYYY)

Date Location Purpose Description Accommodation Transportation Total 

Choose item Choose item -$                   -$               -$              

Choose item Choose item -$                   -$               -$              

Choose item Choose item -$                   -$               -$              

Choose item Choose item -$                   -$               -$              

Choose item Choose item -$                   -$               -$              

Choose item Choose item -$                   -$               -$              

Choose item Choose item -$                   -$               -$              

Choose item Choose item -$                   -$               -$              

Choose item Choose item -$                   -$               -$              

Choose item Choose item -$                   -$               -$              

Choose item Choose item -$                   -$               -$              

Choose item Choose item -$                   -$               -$              

Choose item Choose item -$                   -$               -$              

Choose item Choose item -$                   -$               -$              

Choose item Choose item -$                   -$               -$              

Choose item Choose item -$                   -$               -$              

Choose item Choose item -$                   -$               -$              

Total -$              

Employee Signature: Authorized Signature: 

Mileage $0.50/km Meal




