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Travel Guideline

general

Effective Date

This Guideline was effective on January 1, 2003. 

Purpose And Scope

The purpose of this guideline is to ensure consistent and prudent treatment of employees throughout Nav Canada who are required to travel. The provisions contained in this guideline are mandatory. These provisions provide for the reimbursement of reasonable expenses necessarily incurred while travelling on corporate business and do not constitute income or other compensation that would open the way for personal gain. Subject to the exceptions provided for in this guideline, all travel shall be pre-authorized. The entitlements of the traveller shall be determined in accordance with the provisions of this guideline. 

Application

This guideline applies to nav canada employees travelling on corporate business, including training, or employees and their dependants authorized to travel under the Isolated Posts and the Relocation Guidelines.   It does not apply to those persons whose travel is governed by other authorities.

Unless specifically stated otherwise, the standards, rates or allowances, and reimbursement of expenses incurred as authorized in this guideline, shall apply irrespective of sex, marital status or occupational category of the person authorized to travel on corporate business and without regard to the regional area of employment. 

Definitions

Actual and reasonable expenses means the specific, itemised expenses incurred, based on receipts, excluding alcoholic beverages, up to the amount judged by the company to be justifiable under the circumstances. (frais réels et raisonnables) 

Basic insurance means private vehicle insurance coverage which includes travelling to and from work with minimum coverage of $1 million public liability and property damage. (assurance de base) 

Commercial accommodation means hotel or motel type of accommodation or an establishment that provides lodging at an established rate. (logement commercial)

Composite allowance means a per diem compensation for meals and incidental expenses. (indemnité mixte) 

Comprehensive allowance includes meal costs, incidental expenses, daily transportation costs and accommodation expenses, as appropriate.(indemnité globale) 

Corporate and institutional accommodation includes training centres, universities, colleges, Canadian or foreign military establishments, trailers, tents and other facilities owned, controlled, authorized or arranged by nav canada, including other educational institutions that provide sleeping accommodation. (locaux d'hébergement de la corporation et d'une institution) 

Corporate business travel means all travel authorized by the employer, and is used in reference to the circumstances under which the expenses prescribed in this guideline may be paid or reimbursed from corporate funds. (voyage en service commandé) 

Economy means the standard class of air travel, including special discount fares. It excludes first class and business class or equivalents. (classe économique) 

Headquarters area means an area surrounding the workplace having a radius of 16 kilometres, centred on the workplace. (zone d'affectation) 

Incidental expenses includes such items as gratuities (other than those related to meals and taxi use), laundry, dry cleaning, depreciation of luggage and other personal supplies and services, the costs of which can be attributed to a period in travel status, but for which no other reimbursement or allowance is provided under this guideline. (faux frais) 

Individual Travel Card (ITC) means the credit card mandated by the corporation.

nav canada Travel Service (ncts) means a service operated by a private travel agency under contract. (service des voyages de nav canada (svnc)) 

Non-commercial accommodation and private non-commercial accommodation means a private dwelling owned or rented by an acquaintance or relative with whom the employee does not normally reside, campsites, or other accommodation where incidental expenses are minimal. (logement non commercial et logement particulier non commercial) 

Overseas travel means travel outside Canada and the continental usa (voyage d'affaires outre-mer) 

Receipt means an original document or carbon copy or certified true copy showing the amount of expenditure, itemised where possible, the date and indicating proof of payment. (reçu) 

Self-contained accommodation means accommodation obtainable at weekly or monthly rates which provides sleeping, meal preparation and refrigeration facilities. (logement indépendant) 

Supplementary business insurance (SBI) is additional insurance coverage which is required for a private vehicle which is frequently used on corporate business and provides for third-party liability, including passenger hazard. [assurance d'affaires supplémentaire (aas)]

Travel status means absence from the traveller's headquarters area on corporate business travel, and at a location which, using the most direct road route, is more than 16 kilometres from the traveller's home. For the purposes of this definition, "home" includes a second residence, including a temporary, seasonal, self-contained family residence, occupied by the traveller and/or dependants immediately prior to the period of the traveller's temporary duty. (déplacement)  

Traveller is an employee or dependant authorized to travel under this guideline. (voyageur) 

part 1: administration

1.1 Authorization

1.1.1 It is the prerogative of the responsible manager to determine whether, when, where, by whom and by what means travel will be undertaken and to select the mode and class of transportation and the accommodation to be used, subject to the provisions of this guideline.

1.1.2 Traveller(s) on corporate business, including training, shall be afforded transportation and accommodation that are comfortable and of good quality. Allowances, rates and conditions of payment and reimbursement shall be sufficient to meet reasonable, legitimate expenses that are necessarily incurred as a result of the requirement to travel. In exceptional travel situations, when a traveller is confronted with unusual costs, actual and reasonable expenses may be reimbursed.

1.1.3 Managers authorizing travel and travellers should be aware that expenses resulting from misinterpretations or mistakes are not a basis for reimbursement. Uncertainties as to entitlements should be referred to Corporate Travel and Relocation.

1.1.4 It is emphasised that, as a general rule, employees are expected to present themselves at their workplace on their own time and at their own expense. The cost of transportation between an employee's principal residence and workplace, therefore, is not generally reimbursed.

1.1.5 All travel, including the mode and class of transportation and type of accommodation, shall be identified and authorized in advance in writing by the responsible manager, except where circumstances preclude pre-authorization. 

1.2 Responsibilities

1.2.1 The employer shall: 

(a) ensure that this guideline is available at the employee's normal workplace during the employee’s working hours; 

(b) determine whether travel is necessary; 

(c) ensure that the selection and acquisition of related arrangements (transportation, accommodation, advances, etc.) are consistent with the provisions of this guideline; 

(d) when feasible, pre-authorise travel; and 

(e) verify and approve travel expense claims on the designated form before reimbursement.

1.2.2 The traveller shall: 

(a) obtain authorization in advance in writing by the responsible manager, except where circumstances preclude pre-authorization;

(b) be responsible for the safeguarding of travel advances and funds provided; 

(c) submit fully completed travel expense claims on the authorized form with necessary supporting documentation, including receipts and explanations as required.  The traveller shall normally submit claims no later than thirty (30) calendar days after the completion of travel;  

(d) In cases of travel claims involving a cash advance from NAV CANADA that are outstanding for longer that 30 days after the completion of travel, NAV CANADA will make reasonable efforts to encourage the employee to reconcile his/her advance by submission of a travel claim.

If after such encouragement, a claim is not submitted, NAV CANADA shall issue advance notice to the employee and may subsequently recover the advance from the employee’s regular pay cheque;

(e) the expense claim form shall contain an explanation whenever there are material changes from the authorized travel itinerary.

1.3 Travel Credit Cards

1.3.1 Employees on corporate business shall, when practically and economically feasible to do so, use an individual travel card (itc) to cover travel expenses not paid directly by nav canada. Where an employee has been authorized and agrees to use an individual travel card (itc), its utilization shall be subject to corporate financial policy, which covers the issue, use control and cancellation of corporately sponsored travel cards.

1.3.2 Where nav canada does not provide an individual travel card (itc), or in instances where the individual travel card is not honoured, there is no objection to employees’ using their personal credit cards, provided the cost of travel is not increased thereby. However, any extra costs incurred on corporate business travel by employees who do use personal credit cards in such circumstances are not reimbursable. This includes any service charges assessed by the credit card company.

1.4 Travel Advances

1.4.1 Travel advances shall be issued, to the extent feasible, where an individual doesn’t agree to use an itc or where an itc is not honoured.

1.4.2 When an advance exceeds $100, and Nav Canada is not able to provide travellers cheques, an employee shall be reimbursed the cost of converting the advance into travellers cheques and for costs necessarily incurred in cashing the cheques, based on receipts.

1.4.3 Where an employee does not receive an advance and is thus obliged to use personal funds, charges for converting and cashing an appropriate amount of travellers cheques will be reimbursed, based on receipts.

1.5 Insurance Plans And Compensation

1.5.1 In the event that an employee becomes ill, is injured or dies while travelling on corporate business, the employee or, where applicable, the employee’s dependants are entitled to benefits under their collective agreements, government and corporate plans.

1.5.2 The company also provides a Business Travel Accidental Death and Dismemberment Insurance Policy which covers all those in travel status.

1.5.3 Additional travel insurance benefits are also provided by the company providing NAV CANADA’s travel service and the provider of the individual travel card.

1.5.4 Details concerning all of these benefits and insurance plans can be found on the NAV CANADA intranet home page under Human Resources and in the various benefit booklets provided by the company.  Additional advice and assistance is available from the Pension and Benefit’s department.

1.5.5  No reimbursement may be made for additional insurance purchased by a traveller. Insurance for travel outside Canada, such as that offered by private insurance agencies, is not claimable. 

1.6 Bonus Points And Other Promotions

1.6.1 Travellers shall be entitled to collect and use frequent flyer points, any voucher, free ticket, or other promotional item earned as a result of corporate business travel for personal or official purposes.

1.6.2 Except as provided in section 1.6.1, travellers shall not accept benefits offered by third parties arising from the performance of their duties. Specific guidance on the acceptance of casual benefits or advantages is contained in the nav canada Code of Conduct. 

1.6.3 Frequent flyer points must not be the basis for selecting air schedule, hotel accommodation or car rental.

1.7 Compensatory Payments/Benefits

1.7.1 The employer is responsible for all transportation and other costs related to travel on corporate business and for any additional accommodation or meal costs resulting from a delay. Therefore, when an employee who is travelling on corporate business by air is bumped from a flight and receives a compensatory payment from the airline, the payment in question shall revert to nav canada. Coupons, vouchers or other benefits received for such things as meals and accommodation should be used, and claims shall not be made for any such meals and accommodation that have been provided free of charge to the traveller. The appropriate explanations should be written on the travel claim or an accompanying document. 

1.8 Receipts

1.8.1 Receipts must be attached to the expense claim form to support all travel expenditures, including transportation ticket stubs. Prepaid transportation, meals or accommodation shall also be noted. Receipts are required for all taxis where overnight accommodation is not used.

1.8.2 The only expenses for which receipts are not required are as follows: 

(a) meal allowances (unless otherwise specified); 

(b) incidental allowances; 

(c) taxis utilised on overnight trips for which the cost is less than $10.00;

(d) kilometric allowance;

(e) kilometre reimbursement for the use of private vehicles; and

(f) accommodations other than in commercial establishments.

1.8.3 Where the traveller certifies that the receipt was lost, accidentally destroyed or unobtainable, a personal declaration may replace the receipt. Personal credit card carbon copies are acceptable for total amounts. However, responsible managers may request an itemised accounting. 

1.9 Overpayments

1.9.1 Overpayments, namely amounts reimbursed or paid to travellers, which are not in accordance with the terms of this guideline, shall be recovered from the traveller as a debt owing  nav canada.

part 2: transportation

commercial transportation

2.1 Criteria

2.1.1 The selection of the mode and class of commercial transportation shall be made by the employer on the basis of cost, convenience and practicality.

2.1.2 Where commercial transportation is authorized and used, the traveller shall be provided with the necessary prepaid tickets.

2.1.3 When an employee has an aversion to air travel, the employer shall endeavour to schedule the work so that time will permit the employee to travel by other means.

2.1.4 When inter-city transportation other than by air or traveller-driven vehicle is authorized and used, a traveller shall be provided with the necessary tickets or reimbursed actual and reasonable transportation costs based on receipts. The ncts should be utilised wherever possible. 

2.2 Air

2.2.1 All reservations for commercial air travel shall, unless otherwise authorized by nav canada, be booked through the nav canada Travel Service (ncts) wherever the location is served by a local ncts agency or there is a ncts toll-free number serving the location.

2.2.2 In exceptional situations where access to the ncts is unavailable or where, in the opinion of the employer, it is not possible to use the services of the ncts, a traveller shall be reimbursed the actual and reasonable transportation costs based on receipts and use. In such instances, the tickets shall be purchased directly from the carrier rather than through a travel agent.

2.2.3 The standard for air travel is economy class and this includes apex, charters and other reduced fares. The lowest available airfares appropriate to particular itineraries shall be sought when making bookings. Discount and reduced fares shall be selected rather than full fare economy where these rates are available. Significant savings can be realised on both domestic and international flights if booked as far in advance as possible.

2.2.4 The various restrictions or benefits which may apply to certain special fares must be taken into account. The possibility of increased travel costs occurring through the payment of additional living expenses to the employee should be taken into consideration in order to meet the conditions of the carrier's special fare.

2.2.5 Canadian carriers shall be used for all or part of the transportation, unless the cost or travel time is significantly increased.

2.2.6 Trips of less than 300 kilometres shall not be by air except as pre-authorized by the responsible manager.

2.2.7 Itineraries should be arranged to provide for an overnight stop after continuous travel time of at least nine hours, or within itineraries that would involve continuous travel time in excess of 12 hours.

2.2.8 Continuous travel time is considered to begin at the scheduled departure time of the first flight of a journey and end at the earlier of: 

(a) arrival at the destination, 

(b) the beginning of an overnight stop, or 

(c) the scheduled arrival time of the first inter-connecting flight(s) within the airline's minimum connecting time rules.

2.2.9 To alleviate fatigue caused by rapid time-zone changes or overnight travel, a suitable rest period will be arranged between the time the employee arrives at the destination and the time the employee is required to report for work.

2.2.10 The authorizing of business/executive class air travel takes into consideration: 

(a) when the employer requires the employee to travel on a continuous flight of nine or more hours with no stops between scheduled departure and scheduled arrival times, upgrading shall be authorized when requested by the employee; 

(b) when the employer requires the employee to travel on a direct flight of nine or more hours, with one or more intermediate stops, where the employee is obliged to remain on board the same aircraft, upgrading shall be authorized when requested by the employee; 

(c) if an employee changes planes during continuous travel of nine or more hours, thereby being provided an opportunity to walk around outside the confines of the plane, such flights shall not be upgraded unless continuous air travel exceeds 12 hours; 

(d) when the employer requires the employee to remain in continuous air travel in excess of 12 hours from scheduled departure to scheduled arrival, then all legs of the total flight shall be upgraded;  

(e) when the employer does not require the employee to remain in continuous air travel in excess of 12 hours from scheduled departure to scheduled arrival, and there is an opportunity for an overnight stop which the employee declines, then upgrading shall not be provided; and 

(f) there will be situations due to the configuration of the aircraft where no upgrade is possible, e.g., single-class flight. In these situations where the non-stop flight is nine or more hours, or where the continuous air travel is in excess of 12 hours, the employer is expected to upgrade those flights that do provide this possibility, as deemed practical.

2.2.11 In addition to the above, in exceptional cases or for program-related reasons, consideration may be given to the provision of upgraded air travel.

2.2.12 All first class air travel requires the personal approval of the departmental Vice-President.

2.3 Train

2.3.1 Rail trips of four continuous hours or less shall be coach class. For longer trips, a higher standard is permitted.  Roomette or equivalent accommodation for overnight travel. 

2.4 Bus

2.4.1 Inter-city, local bus, streetcar, subway, shuttle-bus or airporter services should be used wherever feasible and practical.

2.5 Taxi

2.5.1 Taxis may be authorized when, in the employer's judgement, the use of such transportation is justifiable for corporate business situations and other more economical alternatives such as local transit, airporter service or private vehicles are unavailable or impractical.

2.5.2 On travel of less than one day, in and around the headquarters area, employees may be authorized to use taxis, at the discretion of the employer. Receipts are required. When vouchers (i.e., chits) are used, the yellow copy returned by the traveller is the receipt.

2.5.3 On overnight travel status, employees may be authorized to use taxis for business-related travel. In this circumstance receipts are only required to justify taxi fares in excess of ten dollars. The “expense claim” form shall specify the point of origin, destination and cost of each taxi trip.

2.5.4 Taxi vouchers shall not be used by employees either to or from a public carrier or throughout the duration of a period in travel status.

2.5.5 The fare for taxi transportation between the traveller's home or workplace and the carrier's terminal at the beginning and end of a period in travel status shall be paid in cash. "Chits" shall not be used.

2.5.6 For travellers whose residence is in the headquarters area, the taxi fare from the residence to the carrier's terminal shall be reimbursed. For travellers whose residence is outside the headquarters area, taxi fares are also reimbursable. Such reimbursement shall not exceed that which would have been made had the traveller resided in the headquarters area at a point the furthest distant from the carrier's terminal.

2.5.7 As an exception to the limitation imposed under 2.5.6, employees who, due to a corporate decision to relocate the workplace, find that their principal residence is no longer within the headquarters area as it was previously, shall continue to be reimbursed the actual cost of taxi fares from their principal residence to the carrier's terminal.

This subsection shall not apply where the change in the location of the employee's headquarters area is a result of accepting a transfer to another position. This provision shall cease to apply should the employee move from the home occupied before the workplace was moved. 

2.6 Water-Craft

2.6.1 In view of time and cost, transportation by water-craft should not normally be authorized for corporate business travel. In those few instances where this mode of transportation is authorized and overnight travel is involved, single accommodation shall be provided where available. 

TRAVELLER-DRIVEN VEHICLES

2.7 Distance Limits

2.7.1 If a traveller's destination is further than 300 kilometres one way, the use of a traveller-driven vehicle should not normally be authorized. However, when travel by commercial carrier presents significant inconvenience, or is not deemed practical by the employer in terms of overall costs, including salary and other travel expenses, a traveller-driven vehicle may be authorized. Discretion shall be exercised in authorizing the use of traveller-driven vehicles for journeys under 300 kilometres where commercial transportation other than air is available, convenient and more economical. In specific circumstances, such as the requirement to carry passengers, equipment, or where ground transportation costs would offset savings, the use of traveller-driven vehicles may be authorized.

2.7.2 In the interests of safe driving, when traveller-driven vehicles are authorized, travellers should not normally be expected to drive more than: 

(a) 250 kilometres after having worked eight (8) hours; 

(b) 350 kilometres after having worked four (4) hours; or 

(c) 500 kilometres on any day when the traveller has not worked. 

2.8 Corporate Vehicles

2.8.1 When the employer considers that travel by an employee-driven vehicle is desirable, the employer shall authorise the use of a corporate vehicle, if practical. Employees shall not use corporate vehicles for the purpose of obtaining a meal or for other personal travel, unless specifically authorized. Where convenient public transportation is available, the use of corporate vehicles should not be authorized.

2.8.2 Only employees may be authorized to drive a corporately-owned/leased vehicle. nav canada insures its own vehicles.

2.8.3 Expenses incurred in the use of corporately-owned/leased vehicles are usually charged as they occur, using credit cards provided by the employer. Where credit cards are not provided, an employee shall be reimbursed necessary disbursements made in connection with the operation of the vehicle, based upon receipts. 

2.9 Non-Corporate Vehicles

2.9.1 When a corporate vehicle, commercial vehicle or other adequate transportation is not available or practical, travel by non-corporate vehicle, either rental or privately owned, may be authorized where, in the opinion of the employer, this method is practical and economical. Payments in excess of those normally incurred such as road, ferry, bridge, tunnel tolls and parking charges shall be reimbursed based upon receipts.

2.9.2 Rental vehicles may be authorized where, in the opinion of the employer, this mode of travel is economical and practical. Travellers are required to use the services of NCTS for rental vehicle reservations.  Drop-off charges shall not be reimbursed unless pre-authorized and may be authorized only where it is cost beneficial.

2.9.3 The nav canada Corporate Travel Guide shall be used for selecting these services at locations where suppliers are listed. Travellers shall utilise this guide when personally making travel plans.

2.9.4 Travellers should be aware that nav canada has negotiated special car rental rates. These rates should be requested whenever renting a car. All employees who will be driving shall be registered on the car rental agreement.

2.9.5 The employer shall not accept claims for rental charges at rates higher than those listed in the nav canada Corporate Travel Guide without satisfactory justification on the travel claim.

2.9.6 In order to conserve energy, compact-sized vehicles shall be rented. Mid-sized or full-sized vehicles may be authorized only when: the number of passengers to be carried; the bulk or weight of the goods to be transported; or an extenuating circumstance warrants the authorization of a larger vehicle.

2.9.7 Travellers have collision damage waiver coverage provided by NAV CANADA for the entire period that a car is rented. Travellers shall not be reimbursed for personal accident insurance (pai) coverage premiums. (See 1.5.) 

2.10 Privately Owned Vehicles

2.10.1 To ensure that travellers are adequately protected, privately owned vehicles used on corporate business shall, as a minimum, have basic insurance coverage. The cost of this insurance is provided for in the kilometric rates. Any additional premium costs necessary to increase private vehicle insurance coverage to the basic level are not reimbursable, including the lowering of deductibles. All distances driven shall be accumulated and reimbursed in accordance with the appropriate kilometric rates. (See section 2.11)

2.10.2 Based on the frequency of corporate business travel, the employee's insurance policy requirements and the requirement to carry passengers, the need to purchase supplementary business insurance (SBI) coverage for the required time periods shall be determined in consultation between the employee and the employer.

2.10.3 Additional premium costs for public liability and property damage, collision and comprehensive coverage when obtaining SBI for one vehicle (including motorcycles) during a given time period shall be reimbursed, based on receipts. The SBI coverage shall be cancelled when no longer required, upon written notification by the employer. The employee shall then seek a refund of the unexpired premium and the resulting refund shall be remitted to nav canada through the employee's responsible manager.

2.10.4 At the discretion of the corporate risk manager, and subject to prior authorization, there is a mechanism for obtaining legal services in the event of a civil action taken against an employee by a third party, such as that which might result from an automobile accident which occurred during the performance of an employee's duties. 

kilometric rates

2.11 General

2.11.1 The kilometric rates payable for the use of privately owned vehicles driven on authorized corporate business are prescribed sections 1.1 (higher rate) and 1.2 (lower rate) of Appendix B and are paid at the employer-requested or employee-requested rate as outlined below. Travellers shall use only the most direct routes and shall claim only for distances necessarily driven on corporate business travel during the period claimed. That is, the distance from the authorized point of departure to the destination and return, subject to 1.1.4 plus other necessary distances driven on corporate business at the destination. A representative guide on appropriate distances between various Canadian centres is provided in Appendix A.

2.11.2 The kilometric rate payable when a Canadian registered vehicle is driven on corporate business travel in more than one province or in the usa is the rate applicable to the province or territory of registration of the vehicle.

2.11.3 When a traveller is authorized to proceed on corporate business, travel between home and a carrier's terminal shall, taking into consideration the necessary luggage involved, be by the most economical and practical means, as pre-authorized by the employer. Use of private vehicles shall be reimbursed at the higher kilometric rate for the portions driven by the traveller, plus parking charges where it is cost-effective to leave a private vehicle at the public carrier's terminal during the period of absence.

2.11.4 Travellers who are beginning or ending a period in travel status (a journey) and are authorized to drive a privately owned vehicle to and from the carrier's terminal, such as an airport, shall be reimbursed the kilometric rate specified in Section 1.1, Appendix B up to the distance between their home (not including seasonal residences) and the carrier's terminal. This includes travellers whose workplace is the carrier's terminal. Necessary parking charges will also be reimbursed.

2.11.5 Travellers who wish to make their private vehicle available to the family during the period of travel may have someone in their family drive them to, or pick them up from, a public carrier's terminal. In such cases, all distances driven by the employee or family member shall be reimbursed at the employer-requested rate. The amount claimable must be based on the most direct road route and each round trip cost claimed cannot exceed the one-way taxi fare as per 2.5.6. Where alternate modes of public transportation are economical and practical, they should be used.

2.11.6 The employer assumes no financial responsibility for privately owned vehicles other than paying the authorized kilometric rate and the SBI premium, where required. The employer is not responsible for reimbursing deductible amounts related to insurance coverage. 

2.12 Use At The Employer’s Request

2.12.1 When, for any authorized corporate business travel, the employer requests and the traveller agrees, to the use of a privately owned vehicle the traveller shall be reimbursed the appropriate rate prescribed in section 1.1 of Appendix B for the actual distance driven on corporate business.

2.12.2 This employer-requested rate is designed to offset ownership costs, which consist of the standing costs associated with private vehicle ownership such as depreciation, provincial tax, finance charges, insurance and licence fees and operating costs as described in 2.13.3.

2.12.3 Ownership costs are developed on the basis of $1 million public liability and property damage, $50 deductible for comprehensive and $100 deductible for collision. These rates do not include supplementary business insurance because those premiums are separately reimbursed on an as-required basis. Travellers may wish to note that they are not obliged to reduce their personal insurance deductibles to coincide with those utilised in the development of "ownership costs". Reimbursement shall not be made for reducing insurance deductibles to this level. The deductible levels are quoted strictly for informational purposes, to explain how the kilometric rates are established. Travellers are, however, required to have $1 million public liability and property damage should they wish to use their private vehicle on corporate business. 

2.13 Use At The Employee’s Request

2.13.1 The employee-requested rate is designed to offset operating costs, which consist of gasoline, oil, lubrication, tires, maintenance and repairs.

2.13.2 When, for any authorized corporate business travel, despite the existence and adequacy of commercial or corporate transportation, a traveller requests and the employer agrees to the use of a privately owned vehicle, the traveller shall be reimbursed the appropriate rate prescribed in Section 1.2 of Appendix B, for the actual distance driven on corporate business.

2.13.3 The total cost of meals consumed en route, the lower kilometric rate, the incidental rate, and appropriately receipted accommodation costs shall not exceed an amount equivalent to the cost of the appropriate commercial or corporate transportation and other ground transportation costs that would otherwise have been authorized by the employer had travel not been by a privately owned vehicle.

2.13.4 Necessary costs incurred for road, ferry, bridge and tunnel tolls, and parking charges shall be reimbursed.

2.13.5 Employees shall use leave, such as vacation, compensatory or leave without pay, but not sick leave, for any travel time during normal working hours that exceeds the time required to travel by commercial or corporate carrier. 

2.14 Employee As A Passenger In A Private Vehicle

2.14.1 When an employee is authorized to travel as a passenger in a private vehicle, the operator of which is not eligible to claim a kilometric rate, the employee may be reimbursed actual and reasonable vehicle operating costs (see 2.13.1) not to exceed the rate specified in Section 1.2 of Appendix B, for payments made. Receipts shall be required.

2.14.2 No additional transportation costs are reimbursable to an employee driving a privately owned vehicle in accordance with this subsection when carrying passengers. However, each employee passenger travelling in a private vehicle, the use of which has been authorized under the conditions of 2.12.1 and 2.13.1 shall, for the reasonable period required to make the journey by the most direct road route, be entitled to claim reimbursement for meals in accordance with Appendix C, that would appropriately be consumed during that limited period. In addition, upon presentation of proof of payment, a traveller is entitled to be reimbursed for reasonable and justifiable expenses necessarily incurred for accommodation and transportation as applicable under this guideline, provided that the total reimbursement to the employee passenger under this subsection does not exceed the cost of appropriate commercial or corporate transportation. 

2.15 Private Aircraft

2.15.1 The use of a private aircraft, privately owned or rented, may be authorized by the employer when this mode of transportation is considered both economical and practical.

2.15.2 Travellers authorized to use privately owned aircraft on corporate business shall satisfy the employer that they carry adequate private insurance coverage and a valid pilot's licence.

2.15.3 Travellers using private aircraft on corporate business shall be reimbursed at the applicable rate in Appendix B for privately owned vehicles, based on direct road distances, calculated on the basis of employer-requested or employee-requested use.

Note: Travellers who carry private life insurance policies are advised to confirm with their insurance agent that they are adequately insured if they use non-commercial flights. 

2.16 Motorcycles

2.16.1 When a traveller uses a motorcycle on corporate business, the traveller shall be reimbursed at 60 per cent of the applicable rate in Appendix B, calculated on the basis of employer-requested or employee-requested use. The cost of supplementary business insurance (SBI) for a motorcycle will be reimbursed upon presentation of a receipt, in accordance with the conditions stated for privately-owned vehicles. (See 2.10.2 and 2.10.3.) 

2.17 Other-Purpose Vehicles

2.17.1 The rate payable for employer-requested use of private other-purpose vehicles (such as a snowmobile) is $4.25 per day or part day that the vehicle is used plus $6.05 per hour of actual use.

2.17.2 The rate payable for employee-requested use of private other-purpose vehicles (such as a snowmobile) is $6.05 per hour of actual use. 

part 3: accommodation

3.1 Reimbursement And Standards

3.1.1 It is the prerogative of the employer to select accommodation for travellers. The traveller shall be reimbursed the actual and reasonable expenses for commercial accommodation authorized by the employer. Receipts are required for payments of the private accommodation specified in 3.5.1.

However, unless program-related reasons dictate the use of specific accommodation, a traveller's request for commercial or non-commercial accommodation shall be considered by the employer. Where available, the employer shall authorise single-room accommodation that is conveniently located and comfortably equipped.

3.1.2 Where employees are in travel status at military bases, unless program-related or security reasons dictate the use of specific accommodation, an employee's request for alternate commercial or non-commercial accommodation shall not be unreasonably denied.

3.1.3 It is the responsibility of the traveller to identify himself or herself as a nav canada employee in order to ensure that the corporately-negotiated rate for commercial accommodation is provided.

3.1.4 Commercial accommodation for most major cities is specified in the nav canada Corporate Travel Guide, which lists corporate rates for selected hotels in Canada. Commercial accommodation shall be selected from this Guide, except under the circumstances described in 3.1.5 to 3.1.8.

3.1.5 The hotels listed in the nav canada Corporate Travel Guide are considered as the standard accommodation to be provided to travellers. Other hotels may only be used at the discretion of the employer and reimbursed, on the basis of actual accommodation costs, in exceptional circumstances such as:

(a) when hotels listed in the Guide are unavailable; 

(b) when additional ground transportation costs from hotels listed in the Guide to the work location(s) exceed the room cost differential between the hotels listed in the Guide that would otherwise have been authorized and the hotel selected; 

(c) when official conferences dictate the proximity of the employee-delegate; 

(d) when no commercial accommodation is listed in the Guide for a given location; or 

(e) to accommodate the needs of disabled travellers.

3.1.6 When the employer authorizes commercial accommodation not listed in the Guide in a circumstance that is not deemed to be exceptional, (see 3.1.5), a limitation is placed on the maximum amount reimbursed. (This limit is intended to discourage the use of accommodation that is not listed in the Guide.) In such cases, reimbursement shall be based on the actual cost up to a maximum of $50 ($50 us in the usa), or the rate of the hotel listed in the Guide which the employer would otherwise have authorized, whichever is less. Ground transportation costs in excess of those that would have been incurred from the appropriate listed accommodation shall not be reimbursed.

3.1.7 When travellers use commercial accommodation, all deviations from the Guide shall be explained and justified in writing and submitted with the expense claim. Pre- or post-authorization shall be in accordance with 3.1.5 - 3.1.7.

3.1.8 Written complaints regarding hotel standards may be forwarded by either a traveller or the employer to:

nav canada

Corporate Travel and Employee Relocation Group

77 Metcalfe Street

Ottawa, ON K1P 5L6

Fax Number: (613) 563-7227

3.1.9 Expenses incurred for long-distance telephone calls or telegrams in connection with bookings and cancellation of reservations shall only be reimbursed on the basis of receipts, where the location is not served by a local NCTS agency or there is no NCTS toll-free number serving the location. 

3.2 Cancellations And Guaranteed Reservations

3.2.1 When travel plans change and the accommodation will not be required, the traveller shall ensure that reservations are cancelled either through the NCTS or directly with the commercial establishment(s). Proof of cancellation shall be obtained (i.e., cancellation number and agent's name).

3.2.2 In cases where billing for a "no-show" is warranted due to traveller negligence (e.g., failure to cancel a guaranteed reservation), responsible managers may wish to pay the invoice in order to maintain good relations with the hotel industry, and shall subsequently recover the cost from the traveller. Where travellers are billed directly, they shall be responsible for making such payments. 

3.3 Hotel Overcharges

3.3.1 It is the traveller's responsibility to question the commercial establishment when the rate charged is in excess of the negotiated rates listed in the Nav Canada Corporate Travel Guide. In the event that a traveller inadvertently overpays or is charged a rate above the corporately-negotiated rate, the employer shall intercede on the traveller's behalf as appropriate. 

3.4 Private, Non-Commercial Accommodation

3.4.1 Although travellers generally stay in commercial accommodation, the employer shall not unreasonably refuse permission to a traveller to make arrangements for private, non-commercial accommodation. A traveller who makes such arrangements shall be reimbursed $32.00 (inclusive of ground transportation) for each night this accommodation is occupied in Canada or abroad ($32.00 us in the usa). 

3.4.2 Where a traveller is occupying his/her second residence only because of a temporary duty situation, the traveller is entitled to be reimbursed $32.00 (inclusive of ground transportation) for each night the accommodation is occupied. 

3.5 Other Types Of Accommodation

3.5.1 When other types of accommodation are authorized, such as trailers, tents, etc., the traveller shall be reimbursed for any actual and reasonable charges associated with the use of the facility (e.g., a campsite) upon presentation of a receipt. 

3.6 Accommodation Within Headquarters Area

3.6.1 Reimbursement for overnight accommodation within an employee's headquarters area shall not be authorized, except in the following cases, and shall be subject to prior approval: 

(a) accommodation in corporate facilities for such purposes as live-in conferences, meetings and training courses; 

(b) accommodation in university or college facilities, for such purposes as live-in conferences, meetings and training courses; or 

(c) accommodation in commercial facilities, in very exceptional or emergency situations that require employees to remain close to their posts for periods long in excess of normal working hours, such as policing activities during a crisis. 

part 4: meals, incidentals and other expenses

meals

4.1 General

4.1.1 The meal allowances contained in this guideline are based on the consumption of meals in restaurants and are directed at employees who are in travel status away from the vicinity of their headquarters area.

4.1.2 Meal allowances for locations in Canada and the continental usa are found in Appendix C. To ensure that these allowances remain adequate, they will be reviewed and, if warranted, adjusted annually, effective January 1, based on changes in costs.

4.1.3 For each day or part day in travel status where overnight accommodation is authorized, a traveller shall be paid a meal allowance for each breakfast, lunch and dinner when applicable, if the meal was not provided free of cost to the traveller, or as part of the transportation cost. When this allowance is paid, no additional amount may be claimed for meals, or for gratuities associated with meals, except in situations identified in 4.7.3. 

4.2 Travel Status Of Less Than One Day

4.2.1 For travel status of less than one day, e.g., when a round-trip journey generally takes place on the same calendar day, the appropriate meal allowances will be paid provided the employee was required to be in travel status over the appropriate meal period.  The specified meal allowance will be in accordance with the shift being worked (e.g. mid-point meal of shift is lunch).

4.3 Meals Within Headquarters Area

4.3.1 Meal expenses incurred within the headquarters area shall not be reimbursed except as otherwise provided for in this guideline. Expenses incurred in connection with attendance at meetings or events that are of personal interest shall not be reimbursed.

4.3.2 In situations not otherwise covered by terms and conditions of employment or collective agreements, employees who are required to work through or beyond normal meal hours and who are clearly placed in situations of having to spend more for the meal than would otherwise be the case may be reimbursed, based on receipts, within the limits indicated in Appendix C or, when circumstances dictate, actual and reasonable expenses may be reimbursed when employees are placed in situations where a meal is of exceptionally high or low cost in the following circumstances: 

(a) when employees are required to attend conferences, seminars, meetings or public hearings at which weekend sessions are scheduled; 

(b) when employees are required to attend formal full-day conferences, seminars, meetings or hearings and where meals are an integral part of the proceedings; 

(c) where employees are required to report to locations other than their normal place of duty for periods not exceeding five (5) consecutive working days and when such locations do not provide a lunch room, cafeteria facilities or quick access to facilities equivalent to those available at the employee’s normal place of work; 

(d) when intensive task force or committee studies are enhanced by keeping participants together over a normal meal period; or 

(e) other exceptional situations resulting directly from an employee's duties, where the reimbursement of meal expenses is clearly reasonable and justifiable. 

4.4 High Meal-Cost Situations

4.4.1 Where a traveller is obliged to incur meal costs that are higher than the established meal rate, the traveller shall be reimbursed the actual and reasonable expenses incurred, based on receipts, for all meal expenses incurred on that travel day. 

4.5 Corporate Or Institutional Meals

4.5.1 Travellers visiting or residing in corporate or institutional accommodation shall be reimbursed: 

(a) the appropriate meal allowance when meals are not provided free of charge; and 

(b) extra messing and/or mess charges, where levied for certain "extras" that would not otherwise be provided.

4.5.2 When an ongoing meal entitlement is provided, or the traveller is placed on ration strength, the traveller shall not be reimbursed the meal allowances if as a matter of personal preference, the traveller chooses to eat elsewhere. Any deviation from the normal catering arrangements shall require the pre-authorization of the employer, based on written justification by the traveller. 

4.6 Second Residence

4.6.1 Where a traveller is occupying his/her second residence only because of a temporary duty situation, the traveller is entitled to be reimbursed the applicable meal allowances in accordance with Appendix C. 

4.7 Meals Provided

4.7.1 Throughout the total period in travel status, deductions from the daily allowance shall be made in respect of meals provided, such as meals served by a carrier en route, or meals taken in service messes or included in conference registration fees or accommodation costs. Each deduction shall be the equivalent of the applicable meal allowance.

4.7.2 Employees whose religious beliefs or medical requirements prohibit them from consuming certain foods should be aware that appropriate meals can normally be obtained from caterers and air carriers, provided that adequate advance notice of the special requirement is given.

4.7.3 A full or partial allowance shall not be paid to an employee with respect to a meal that is provided, as noted in 4.7.1. However, a number of exceptional situations have been recognized where employees have been obliged to incur out-of-pocket expenses to supplement meals provided en route by the carrier. Reimbursement of the cost of such supplementary meals may be made in the following circumstances: 

(a) when a carrier’s meal has been scheduled at a time far beyond that which may be generally considered a reasonable meal hour, and the employee has been obliged to incur out-of-pocket expenses for a light meal as an alternative to waiting an excessively long time between meals, the employee may be reimbursed the cost of a light meal. Reimbursement shall be based on receipts and shall not exceed the prescribed allowance for lunch. This provision applies only to unusual situations where the scheduled meal is served at a time that could generally (not personally) be considered as unreasonable, and where the time interval between meals served is clearly excessive and unreasonable; or

(b) when an employee is required to travel on business via commercial carrier during a period that may generally be considered a reasonable meal hour, and where the carrier provides an inappropriate meal, the traveller may be reimbursed for actual costs incurred which do not exceed the prescribed allowance for the appropriate meal. Receipts are required.

It must be emphasised that these provisions are not intended to provide additional meal allowances or to replace a meal provided by the carrier. They are meant to reimburse expenses reasonably and justifiably incurred under these specific circumstances.

incidentals

4.8 General 

4.8.1 When sleeping accommodation is authorized and used, a traveller shall be paid an incidental expense allowance that covers a number of miscellaneous expenses, including the cost of gratuities, for each day or part day in travel status as follows: 

(a) when a traveller occupies commercial sleeping accommodation, the higher incidental allowance shall be paid; 

(b) when a traveller occupies accommodation such as corporate, institutional, private, commercial non-hotel, camp-site, trailer park, or equivalent commercial venture, the lower incidental allowance shall be paid; 

(c) when sleeping accommodation is mixed (i.e., including commercial, corporate, institutional, private, commercial non-hotel, campsite, trailer park, or equivalent commercial venture), payment is based on the number of nights spent in each. However, incidentals paid for the last day are based on the type of accommodation used on the last night; 

(d) when a traveller visits locations in Canada and the USA on the same day, the incidental expense allowance paid shall be that for the location where the day commences; 

(e) travellers spending the first or last night of a trip on a carrier shall be entitled, on the day of departure or arrival home, to the lower incidental expense; 

(f) incidentals are not paid where, for example, a late-night flight arrives in the traveller's headquarters area after midnight; and 

(g) for extended periods in travel status of two months or more, incidental expenses are included as part of the appropriate meal rate and hence are not reimbursed separately.

When this allowance is paid, no additional amount may be claimed for gratuities.

4.8.2 When sleeping accommodation is not authorized, as in travel of less than one day, a traveller shall not receive an incidental expense allowance. In exceptional situations, actual incidental expenses, necessarily incurred, shall be reimbursed, but not in excess of the higher incidental allowance. 

4.9 Service Charges Included

4.9.1 Some hotels invoice the traveller directly for gratuities. Where this charge is incorporated as part of the accommodation charge, the commercial incidental expense allowance shall be reduced by 20 per cent, which represents the portion of the allowance calculated for gratuities. 

other expenses

4.10 Telephone Calls

4.10.1 An employee on travel status within Canada and the continental usa shall be reimbursed the costs incurred for local and long-distance telephone calls necessarily placed as a result of corporate business. Telephone calls claimed shall be supported by statements as to who was called. The extra charges incurred if a call is placed through the switchboard of the hotel, or other accommodation, will be reimbursed. Receipts are required.

4.10.2 An employee may select one of the following two options for a given period in travel status. For each contiguous five days away from home and the headquarters area, an employee will be reimbursed the cost of a ten-minute, station-to-station telephone call home at reduced evening rates. Alternatively, a five-minute station-to-station call home at reduced evening rates for each three contiguous days away from home and the headquarters area will be reimbursed.

4.10.3 Employees whose schedules for returning home from travel status have been altered for reasons outside their control shall be reimbursed the cost of a three-minute station-to-station call home. A receipt is not required. The change in schedule shall be noted on the travel claim.

4.10.4 Travellers provided with corporate telephone authorization cards or who make use of corporate network facilities to speak to family members shall not claim the cost of telephone calls home. 

4.11 Excess Luggage

4.11.1 A traveller shall be reimbursed costs incurred in transporting personal effects or corporately-owned equipment at excess luggage rates, if the employer determines that it is necessary for the effects or equipment to be taken on the journey. 

4.12 Bottled Water

4.12.1 The costs of bottled water may be reimbursed in situations where it is deemed necessary by the employer. Reimbursement shall be based on receipts for the actual costs of reasonable quantities. 

part 5: extended periods in travel status

travel home

5.1 General

5.1.1 An employee who is in travel status that extends through or beyond a weekend is eligible for weekend travel home provisions as long as the conditions of 5.1.4 are met.

5.1.2 Weekend travel home is intended to remove the hardship of absence from home and family and to enable the employee to fulfill obligations relating to the maintenance of a principal residence.

5.1.3 Travel expenses incurred by a spouse or a family member in travelling to or from the employee's travel status location are not claimable, except as provided in 7.10.4.

5.1.4 An eligible employee is entitled to travel home either every weekend or every third weekend; or every fifth weekend from overseas, provided that the following conditions are met: 

(a) work schedules permit the employee to be absent; and 

(b) appropriate private or public transportation is available and its use is both practical and reasonable, as determined by the employer. The determination shall take into consideration such factors as weather conditions and public transportation schedules. 

5.2 Travel Home Every Weekend

5.2.1 Provided that the requisite criteria are met, an employee in travel status who returns home over a weekend shall be reimbursed actual transportation costs up to an amount not exceeding the greater of: 

(a) the cost of maintaining the employee in travel status (i.e., accommodation, meals and incidental expense allowances, telephone calls home); or 

(b) the applicable amount stated in Appendix C which is based on a total of the daily rate for three meals, non-commercial incidentals, private accommodation per day is applied to two-, three-, and four-day weekends, limited to the actual total combination of successive days of rest and statutory holidays.

5.2.2 Transportation costs paid will be reduced by any costs incurred by the employer on behalf of the employee at the travel location during the period of absence, such as hotel accommodation or car rental, which the employee had the discretion to cancel, but failed to do so. (See 5.7.2 to 5.7.4) 

5.3 Travel Home Every Third Weekend

5.3.1 There will be occasions when an employee in travel status in Canada or the continental USA is so far from home that weekend travel home in accordance with 5.2.1 would be impractical. Instead, the employee may return home every third weekend, and be reimbursed in accordance with section 5.7 (which differs from 5.2.1 in that it includes full economical transportation costs), provided that: 

(a) the conditions outlined in this section are met; and 

(b) the employee is in continuous travel status and, on completion of that weekend trip home, will continue to be in travel status for a further minimum period of two consecutive work weeks; and 

(c) the employee has not returned home during the previous three weeks. 

5.4 Changes To Schedule Of Travel Home Every Third Weekend

5.4.1 Employees may be authorized to select the most suitable weekends to return home, pending work schedules, as long as the total number of trips does not exceed the entitlements under 5.3.1, for instance, 

(a) one trip home for travel status of five to seven weeks’ duration; 

(b) two trips home for travel status of eight to ten weeks’ duration; and 

(c) three trips home for travel status of 11 to 13 weeks’ duration. 

5.5 Travel Home Every Fifth Weekend

5.5.1 Where an employee is in continuous travel status outside Canada and the continental USA, the employee may return home every fifth weekend, and be reimbursed in accordance with this section, provided that: 

(a) work schedules permit the employee to be absent; 

(b) the appropriate public or private transportation is available and its use is both practical and reasonable, as determined by the employer. Such determination shall take into consideration factors such as weather conditions and public transportation schedules; 

(c) on completion of the weekend trip home, the employee will continue to be in travel status for a further period of at least three consecutive work weeks; and 

(d) the employee has not returned home during the previous five weeks. 

5.6 Changes To Schedule Of Travel Home Every Fifth Weekend

5.6.1 Employees may be authorized to select the most suitable weekends to return home, depending upon work schedules, as long as the total number of trips home does not exceed: 

(a) one trip home for travel of from 8 to 12 weeks’ duration; 

(b) two trips home for travel of from 13 to 17 weeks’ duration; and 

(c) three trips home for travel of from 18 to 22 weeks’ duration. 

5.7 Reimbursement Restrictions

5.7.1 Employees qualifying for the third weekend-travel-home provisions of 5.3.1 (fifth weekend-travel-home if outside Canada and the continental USA 5.5.1) shall be reimbursed a maximum of the most economical return air fare, based on receipts, plus the necessary ground transportation to and from the carrier's terminal.

5.7.2 All travel shall be by the most economical and practical means consistent with distances and transportation schedules.

5.7.3 All travel by private vehicle shall be reimbursed at the employee-requested rate. 

5.7.4 Charges for meals and incidental expenses shall not be reimbursed. 

5.8 Alternate Locations On Weekends

5.8.1 Provided that the employee is not required by the employer to remain at the duty travel location, an employee may choose to spend the weekend at an alternate location. In order to be eligible for reimbursement, the employee shall: cancel charges for accommodation (and meals provided on-site) at the duty travel location; provide a receipt for alternate commercial accommodation when used; and not return home or to the headquarters area during the weekend.

5.8.2 An employee occupying commercial accommodation, who chooses to use alternate commercial accommodation, shall be reimbursed the meal and lower incidental expense allowance and up to $50 per night, or the cost of the accommodation provided by the employer, whichever is the lesser.

5.8.3 Where alternate commercial accommodation is used and the weekend cost of transportation home would be less than that of the meal, lower incidental and non-commercial accommodation allowance, the employee may not claim in excess of the most economical return transportation home.

5.8.4 An employee occupying non-commercial, or private, corporate or institutional accommodation, who chooses to use alternate meal and accommodation facilities, may claim the meal, lower incidental and non-commercial accommodation allowances.

5.8.5 If there is a variation between the cost of meals or incidentals provided at the duty travel location (including per diems and incidentals overseas) and the meals or incidentals payable at the alternate location, the lesser amounts shall apply.

5.8.6 Transportation costs related to alternatives to weekend travel home shall not be reimbursed.

5.8.7 For periods in travel status of two months or more, incidental expenses are reimbursed as part of the meal rate (reference 4.9.1 (g)). 

other extended periods

5.9 General

5.9.1 There are situations where the employee is required to leave the headquarters area for a number of months to live in another community for reasons of training or work assignments.

5.9.2 When the period of stay at another location or at successive locations is two months or less, the employee will be considered to be in travel status.

5.9.3 When the period of stay at another location or at successive locations is in excess of two months, but less than four months, the employee will be considered to be in extended travel status and appropriate arrangements will be made by the employer for suitable self-contained accommodation obtainable at weekly or monthly rental rates. While the employer has final responsibility for arranging such accommodation, an employee may make these arrangements on behalf of the employer, subject to mutual written agreement. In any case, the employee should be provided with such accommodation shortly after arrival and should not occupy the usual hotel-type room with its more expensive daily rate for more than seven days at each location. The arrangements shall be noted in the employee's travel file. When this semi-permanent type of accommodation is occupied, the employee shall be reimbursed the accommodation costs incurred and a daily allowance for meals and incidental expenses in an appropriate amount, as prescribed in Appendix C, paragraph 1.4. In such cases, deductions for meals provided in a corporately-owned, -operated or -arranged facility, or an educational institution shall not exceed the amounts stated in Appendix C.

5.9.4 When the period of stay at another location is in excess of four months within or outside Canada, the short-term relocation provisions of the Relocation Guideline shall apply.

5.9.5 Notwithstanding the preceding paragraph, when the period of stay at another location will exceed four months, but use of short-term relocation provisions is impractical in the opinion of the employer, or when an initial period of stay of less than four months is unavoidably extended for program-related reasons beyond four months, the employee may be considered to be in extended travel status. When the period in extended travel status exceeds four months, the arrangements shall be reviewed every two months thereafter by the employer and the justification documented on the employee’s file.

5.9.6 The extended travel allowances are based on reimbursement of costs over and above those incurred for accommodation and housekeeping at the traveller's principal residence, and reflect the fact that two residences are being maintained. Where employees make arrangements which result in the cancellation of financial obligations at the principal residence and, in effect, move the household to the temporary duty location, the continued payment of costs and allowances cannot be justified.

5.9.7 Where travellers are no longer maintaining two households, they shall not be entitled to allowances which are based on the need to maintain a second household. 

5.9.8 When an employee occupying self-contained accommodation with meal preparation facilities is joined by the family, the meal and incidental expense allowance shall cease to be paid. If in addition, the family residence is occupied by someone other than the employee's dependants, the family status shall change to short-term relocation as specified in the Relocation Guideline. 

Part 6 Overseas Travel 

6.1  General 

6.1.1 This part includes only those provisions that are unique to travel outside of Canada and the continental United States, referred to as “overseas travel”.  Expenses will be reimbursed on actual and reasonable expenses.

6.2 Accommodations

6.2.1 Nav Canada has world-wide agreements with some hotel chains listed in the Guide.  Where none of these hotel chains are available at the travel destination or no vacancies are available at those listed, then the corporate travel agent will be used to select and secure accommodations.

6.3  Telephone Calls 

6.3.1  For each contiguous five days away from home and the headquarters area an employee will be reimbursed the cost of a ten-minute, station-to-station call home supported by a certification on the expenses claim.

6.3.2  Employees whose schedules for returning home from overseas travel have been altered for reasons outside their control, shall be reimbursed the cost of a three-minute station-to-station call home supported by a certification on the expense claim.

6.4  Foreign Currencies

6.4.1  The costs incurred in converting reasonable sums to foreign currencies and re-converting any unused balance to Canadian currency shall be reimbursed based on receipts.  Where such receipts are not attached to the travel claim, the average of commercial currency exchange rates shall apply, based on a random sample of days in travel status selected by the company.  However, where an employee has not provided receipts for travel in a country where a recognised tourist rate of exchange exists, this rate shall be used as the basis for calculating the reimbursement of expenses.

6.5  Insurance 

6.5.1  Insurance for travel overseas, such as that offered by private insurance agencies, is not necessary in view of the provisions under section 1.5 and therefore shall not be reimbursed except as provided in sub section 6.5.2.

6.5.2  Travellers who leave Canada shall be entitled to reimbursement of the cost of insurance to cover repairs to or replacement of lost or damaged luggage while travelling, except where such coverage is provided by the carrier.

6.6.  Passports

 6.6.1  When an employee is required to proceed overseas on authorized corporate business, the employer shall make the necessary arrangements for obtaining an appropriate official passport or visa, and any required inoculations, vaccinations, X-rays and certificates of health, at no expense to the employee.

part 7: Headquarters area and special travel situations

transportation costs

7.1 Overtime

7.1.1 In a situation involving authorized overtime where the employee is required to use transportation services other than normal and reasonable public or corporately-arranged transportation, the use of a taxi or, when a private vehicle is available, the higher kilometric rate, shall be authorized from the employee's home to the workplace and/or return if required and necessary parking charges shall be reimbursed: 

(a) for overtime which is contiguous to the employee's normal hours of work and, as a direct consequence of the time of travel, the employee's normal mode of transportation is precluded; or 

(b) for overtime which requires the employee to report to work for a period of time not contiguous to normal hours of work. 

7.2 Travel Beginning Or Ending At Workplace

7.2.1 When a period in travel status begins or ends at the workplace, the employee may incur extra travel costs on the first and/or last day because the regular workplace/home commuting pattern is disrupted. Accordingly, the employee shall be reimbursed for reasonable and justifiable transportation costs necessarily incurred between the residence and the workplace. 

7.3 Travel Between Home And Another Destination

7.3.1 When an employee is authorized to proceed on corporate business travel from home to a destination within the headquarters area other than the workplace, or from a point of call to the home, transportation shall be provided or a kilometric rate paid for the distance between the home and the point of call, or the workplace and the point of call, whichever is less. The higher kilometric rate applies.

7.4 Reimbursement For Infrequently Used Private Vehicles

7.4.1 When the employer requests an employee to bring a private motor vehicle to the workplace, or to travel to a destination within the headquarters area, other than the workplace, which is further distant from the residence than it is from the workplace, and the employee has clearly demonstrated to the employer that a private motor vehicle is not the employee's normal mode of travel to the workplace, the employee shall be reimbursed the kilometric rate for the most direct road route between the residence and the destination up to a maximum of 16 kilometres each way, at the rate specified in Section 1.1 of Appendix B, offset by the employee's transit costs. Necessary parking charges may also be reimbursed. Where a private motor vehicle is the employee's normal mode of travel to the workplace, 7.3.1 applies. 

7.5 Parking

7.5.1 Parking charges are normally not payable when the employee is on duty at the workplace. Therefore, in respect of any day on which an employee is authorized to use, and does use, a private vehicle on corporate business travel from the workplace to a point of call, or from a point of call to the workplace, the employee shall be reimbursed the actual costs of parking the vehicle for that day only. Where such parking is charged on a weekly or monthly basis, reimbursement shall be on the basis of 1/5 of the weekly, or 1/20 of the monthly charge, based on receipts.

7.5.2 When an employee frequently uses a private vehicle on corporate business travel and is required, as a result, to have that vehicle available at the workplace, the prior approval of the employer is required to pay the employee's parking charges for the period the vehicle will be required at the workplace. 

7.6 Transportation Terminal As A Workplace

7.6.1 For travellers whose workplace is a transportation terminal, (e.g., an airport or marine base) the cost of taxis, where authorized, shall be reimbursed at the beginning and end of a period in travel status from the traveller's residence to the carrier's terminal up to a maximum of the costs applicable to the distance from the transportation terminal to the farthest point on the perimeter of a circle having a radius of l6 kilometres and centred on the headquarters of the traveller's department within the community which the transportation terminal serves. (See also 2.5.6.) Should there not be a headquarters in that community, the centre of the circle shall be based on the principal local federal government building.

7.6.2 When an employee in travel status is required to report to an airport as a work-site, transportation costs actually incurred between the airport terminal building and the accommodation authorized by the employer shall not exceed the official airporter service fare, provided the accommodation is on the airporter route. Additional taxi fares from the terminal to other airport buildings may be authorized as appropriate. [See also 3.1.5(b).]

child care assistance

7.7 General

7.7.1 An employee who is required to be absent from home overnight on corporate business travel, and whose dependants for whom the employee has sole responsibility reside with the employee and are all under 16 years of age, may receive assistance for each night's absence for child care expenses incurred in excess of those incurred by the employee for care of the children during the workday. For the purpose of this section, "sole responsibility" indicates a situation where there is no other individual 16 years or older permanently residing with the family or, where the individual 16 or over remaining at home is incapable of providing child care for reasons of either physical or mental disability. The terms of assistance are as follows: 

(a) an allowance of $15 for each night when the child(ren) is/are left in the care of a friend or relative not normally residing with the family; 

(b) $20 for each night for nannies/housekeepers who normally reside with the family; 

(c) up to $60 for each night to individuals at arm's length who provide child care as a regular source of income and who do not reside with the family; 

(d) up to $75 for each night the child(ren) is/are left in the care of a bonded sitter provided by a company in the business of providing child care services and which is taxed as a company.

Receipts for payment of sitters providing care described in clauses (b) and (c) shall include the cost, dates of employment, the sitter's name, and phone number. Reimbursement of payment for services described in clause (d) would be based on an invoice which includes the cost, dates of employment, the company name and phone number and the sitter's name. Employees should be aware that incapability for reasons of physical or mental disability is to be substantiated in such a manner as may be determined by the employer. 

other expenses

7.8 Physically Disabled Travellers

7.8.1 Where a physically disabled traveller is required to pay for special assistance in travel (e.g., taxi driver or porter), these costs will be reimbursed as additional incidental expenses, provided they are clearly reasonable and necessary. Receipts should be provided when obtainable. 

7.9 Miscellaneous Services

7.9.1 The employer may authorise the reimbursement of business expenses while the employee is in travel status. 

7.10 Illness While In Travel Status

7.10.1 Payment for the use of a suitable conveyance, such as an ambulance or taxi, shall be authorized where an employee becomes ill or is injured while on duty or while in travel status when, in the opinion of the employer or the attending physician, the nature of the illness or injury requires that the employee be transported to a medical treatment facility, to the accommodation occupied while in travel status, or home.

7.10.2 An employee shall be reimbursed the necessary expenses incurred as a result of illness or accident occurring while in travel status, to the extent that the employer is satisfied the expenses were additional to those which might have been incurred had the employee not been absent from home, and which were not otherwise payable to the employee under an insurance policy, the applicable Worker’s Compensation, or other authority.

7.10.3 An employee who becomes ill or is injured while in a foreign country will, where practical, be provided with a justifiable, accountable advance when incurring sizeable medical expenses. Such advances would subsequently be repaid to the employer under the employee's private insurance plans, the applicable Worker’s Compensation, or other authority.

7.10.4 When, in the opinion of the attending physician, an employee's condition resulting from illness or injury while in travel status warrants the presence of the next-of-kin or a representative of the family, actual and reasonable travel expenses in accordance with this guideline may be reimbursed, subject to the employer's approval, as if that person were a nav canada employee.

7.10.5 An employee in travel status in Canada or the continental usa may be authorized to return to the headquarters area as a result of personal illness or accident, or in the event of emergency situations at home (e.g., serious illness) when, in the opinion of a physician, the employee should return home. Staffing interviews, appeals, grievances, adjudication hearings and other less-than-urgent situations shall not constitute emergencies.

7.10.6 A trip home under this section shall be taken into account when establishing the traveller's eligibility for weekend travel home.

7.10.7 When a trip home for the reasons specified in this section is not warranted, actual and reasonable expenses incurred for long-distance telephone calls home (e.g., one five-minute, station-to-station call per day) may be reimbursed.

7.11 Death While In Travel Status

7.11.1 If an employee dies while in travel status, the employer shall authorise the payment of necessary expenses that are additional to those which might have been incurred had the death occurred in the headquarters area. Included in the expenses payable under this article are: 

(a) at the place where death occurred: ambulance, hearse, embalming, outside crate (but not the cost of a coffin) and any other services or items required by local health laws, and 

(b) transportation of the remains to the headquarters area or, if desired by the survivors, to another location, up to the cost of transportation to the headquarters area. Costs for an escort over and above the costs included in transporting the remains are payable only when the attendance of an escort is required by law.

7.11.2 Reimbursement of costs incurred under 7.11.1 shall be reduced by any amount payable under some other authority, such as the applicable Worker’s Compensation authority.

Where the remains are not transported, travel for next-of-kin or a representative of the family to the place of burial may be reimbursed in accordance with this guideline, subject to the employer's approval, as though that person were a nav canada employee.
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4453

3169

1424

2448

3124

3006

2638

927

5792

6927

7667

2208

5427

2004

3092

1572

X

3532

2133

1347

1491

843

576

3507

2573

1856

4504

4545

5156

2088

3017

1012

4799

SASKATOON

748

623

620

4421

3713

4983

1118

528

613

1860

4070

5351

4188

4554

2995

896

1033

663

3109

4260

3236

3064

2678

3046

4757

164

1242

1983

3507

257

3689

2519

4176

5684

X

1391

2585

2108

2731

2956

346

959

1819

1042

1083

1624

2036

515

2660

1267

SAULT STE. MARIE

2887

1629

2758

2169

1461

2731

3370

2779

2360

4112

1819

3100

1936

2303

744

3148

1218

2617

858

2008

985

813

426

795

2506

2359

3481

4221

1255

1981

1437

718

1925

3433

2239

X

1186

709

1332

1557

1369

440

420

2363

2404

3015

647

884

1261

2666

SEPT-ILES

4796

3537

4667

855

620

1466

5279

4688

4225

6021

774

1835

481

1011

1530

5057

3127

4538

1645

744

924

1582

1482

1114

1241

4268

5403

6143

653

3903

372

1568

880

2168

4160

1909

X

539

515

771

2555

1626

909

3557

3598

4209

1136

2070

612

3852

SHERBROOKE

4028

2770

3899

1136

420

1698

4511

3920

3457

5253

777

2066

895

1123

763

4289

2359

3771

877

975

156

832

715

346

1473

3500

4635

5375

214

3135

396

800

864

2400

3392

1141

867

X

690

915

2078

1149

432

3080

3121

3732

659

1593

614

3375

SUMMERSIDE

5039

3780

4910

63

863

655

5514

4923

4459

6256

333

1024

805

303

1765

5292

3362

4773

1876

135

1159

1835

1717

1349

430

4503

5638

6378

919

4138

715

1802

283

1357

4395

2144

829

1110

X

267

2706

1772

1053

3703

3744

4355

1287

2216

241

3998

SYDNEY

5401

4142

5253

367

1225

225

5876

5285

4822

6618

695

594

1167

422

2128

5654

3724

5135

2242

497

1521

2197

2079

1711

0

4865

6000

6740

1281

4500

1077

2165

645

927

4757

2506

1241

1473

430

X

2931

1997

1280

3928

3969

4580

1512

2441

426

4223

THE PAS

1481

575

1352

4424

3664

4942

1630

1040

151

2372

4022

5311

4139

4506

2947

1408

985

1236

3061

4263

3188

3016

2630

2998

4717

438

1754

2494

3458

600

3640

2470

4128

5644

557

2203

4112

3344

4355

4717

X

929

1789

1388

1429

1942

2008

485

2630

1585

THUNDER BAY

2179

921

2050

2878

2169

3439

2662

2071

1608

3404

2527

3808

2644

3011

1452

2440

510

1922

1566

2717

1693

1521

1135

1503

3214

1651

2786

3526

1963

1286

2145

975

2633

4141

1543

708

2617

1849

2852

3214

1495

X

860

1931

1972

2583

1087

444

741

2226

TORONTO

3563

2305

3434

1724

1015

2285

4046

3455

2992

4788

1373

2654

1490

1857

68

3824

1894

3306

182

1563

539

137

335

399

2060

3051

4170

4910

810

2670

991

626

1479

2987

2927

676

1463

695

1695

2060

2879

1384

X

2791

2832

3435

227

1304

984

3086

VANCOUVER

929

2187

1057

5985

5277

6547

1202

1244

2290

2232

5634

6915

5752

6119

4559

875

2597

1143

4674

5824

4801

4628

4242

4611

6322

1841

797

1537

5071

1822

5253

4083

5741

7248

1677

3803

5724

4957

5959

6322

2234

3108

4492

X

41

1676

3034

1487

3632

1498

VICTORIA

995

2253

1123

6051

5343

6613

1268

1310

2356

2298

5700

6981

5818

6185

4625

941

2663

1209

4740

5890

4867

4694

4308

4677

6387

1907

863

1603

5137

1818

5319

4149

5807

7314

1743

3869

5790

5023

6025

6387

2300

3174

4558

66

X

1717

3053

1528

3673

1539

WHITEHORSE

2514

3236

2385

7034

6326

7596

1495

2086

3137

2525

6684

7965

6801

7168

5609

2247

3647

2604

5710

6874

5850

5678

5279

5660

7371

2688

1901

2641

6120

2871

6302

5132

6790

8298

2614

4852

6774

6006

7009

7371

3125

4157

5528

2697

2763

X

3660

2190

4284

1680

WINDSOR

3954

2699

3825

2097

1381

2659

4395

3804

3357

5137

1738

3027

1856

2223

319

4241

2260

3697

203

1936

904

388

700

764

2433

3351

4587

5327

1175

3061

1357

991

1844

3360

3277

1041

1828

1061

2071

2433

3232

1749

365

4883

4913

5890

X

1547

1211

3303

WINNIPEG

1465

206

1336

3592

2884

4154

1947

1357

893

2689

3241

4522

3359

3726

2166

1725

204

1207

2280

3431

2408

2235

1849

2218

3928

937

2071

2812

2678

571

2860

1690

3347

4855

829

1423

3331

2564

3566

3928

781

715

2099

2393

2459

3524

2490

X

2145

1782

YARMOUTH

4917

3658

4768

414

740

911

5380

4809

4345

6141

211

1279

911

349

1651

5177

3248

4670

1765

253

1044

1720

1603

1234

686

4389

5523

6264

797

4035

592

1688

105

1629

4281

2029

985

988

388

686

4233

1193

1584

5845

5911

6894

1949

3452

X

3927

YELLOWKNIFE

1939

2662

1811

6460

5752

7022

1209

1511

2562

713

6109

7390

6227

6593

5034

1780

3072

2029

5148

6299

5275

5103

4717

5086

6796

2113

1614

2354

5546

2297

5728

4558

6215

7723

2039

4291

6199

5432

6418

6796

2551

3582

4966

2411

2477

2704

5316

2868

6320

X


Kilometres

appendix b: kilometric rate
Click Here for current rates for mileage and  meals 

OR

Use following link for current rates for mileage and meals.

http://ncjc.ca/rates/index.htm  
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