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Purpose 
 

1. The purpose of this Policy is to ensure that WSWC reimburses individuals acting 
on behalf of WSWC are fairly reimbursed for direct travel expenses. 

 
Application of this Policy 
 

2. This policy applies to the Staff, Board, coaches, athletes and approved members 
traveling under the following circumstances: 

2.1.Attendance at WSWC Board of Director meetings, Committee meetings,  
2.2.WSWC assignments for which travel expense reimbursement is approved 

by the CEO or is part of the annual budget; 
2.3.Staff travel as approved by the CEO;  
2.4.Other volunteer travel approved by the CEO; and 
2.5.Upon submission of a receipt as applicable. 

 
Definitions 
 

3. The following terms have these meanings in this Policy: 
 
“Day” – The day, regardless of hour, the Travel Status commences; and 
 
“Travel Status” – A person conducting business on behalf of WSWC (including travel 
locally in some cases). 
 

3. WSWC will notify participants of meeting dates and travel booking cut-off dates 
as early as possible. 

4. Bookings for travel will be made through WSWC and billed directly to WSWC; 
however in exceptional cases WSWC has the authority to approve independent 
bookings and receipts submitted for subsequent reimbursement. 



 

5. Persons traveling to the same destination should pool their transportation 
where possible. 

6. Persons missing booking cut-off dates or request changes will be responsible 
for such additional associated costs. 

 
Eligible Expenses 
 

7. Any travel or administrative expenditure must be approved by the CEO prior to 
the expenditure being incurred.  Claims submitted for non-approved activities 
may not be accepted. 

8. Travellers shall be reimbursed for the following expenses, as approved: 
8.1.Transportation:  

8.1.1. Economy-class travel of the least-expensive, practical mode of 
transportation  (e.g. air, bus, train or car rental). Booking should be 
made according to the  direction of the CEO taking into 
consideration time, availability, cost and personal commitments of 
the traveler; 

8.1.2. Accommodations: 
8.1.2.1. a.    Accommodations at designated hotel(s), 

approved by the CEO, for the approved dates of the travel 
upon submission of receipts. Any room upgrades, 
entertainment, hospitality or extended stays are the sole 
responsibility of the individual.  Accommodations may be 
paid directly by WSWC; 

8.1.2.2. All rooms booked by WSWC or for WSWC events 
shall be non-smoking rooms if available; 

8.1.2.3. Individuals requesting single accommodation will 
be required to pay the difference between single and 
double occupancy; 

8.1.2.3.1. Single occupancy hotel usage may be 
authorized by the CEO for operational reasons or due 
to health concerns; 

8.1.2.3.2. Individuals using triple or more occupancy 
are not entitled to additional reimbursement; 

8.1.2.4. Accommodations at a rate of $10 per Day per 
person when staying with friends or relatives. 

8.1.3. Meals and Mileage Rates: 
8.1.3.1. The rates for meals and mileage shall be set as 

part of the annual budget each year and based on the 
Treasury Board of Canada Travel Directive.  Once set, that 
rate shall remain constant for the balance of the fiscal year; 

8.1.3.2. Meals while in travel status, including gratuities, 
without submission of receipts based the rates set by the 



 

Treasury Board of Canada Travel Directive.  Meals shall be 
reimbursed at a rate of 70% of the rate established by the 
Treasury Board of Canada. 

8.1.3.3. Breakfast will be reimbursed when the 
meeting/travel commences before 8:30am;  

8.1.3.4. Lunch will be reimbursed if the travel or meeting 
runs over the entire period of 11:30am through 1pm; 

8.1.3.5. Dinner will be reimbursed when the 
meeting/travel ends after 5:30pm;  

8.1.3.6. WSWC sponsored meals will not be reimbursed 
and persons traveling on flights or trains in which full meals 
are provided are not eligible to claim for said meals;  

8.1.3.7. The per diem rate for personnel travelling 
outside of Canada shall be at the same percentage of 
Treasury Board Travel Directive, adjusted for the 
destination. 

8.1.4. Mileage: 
8.1.4.1.  on a personal car at the rate of 80% of the 

Treasury Board Travel Directive rate (for Ontario) up to a 
maximum of the lowest available airfare at the time of 
travel (based on pre-booking rates).  The total ground 
transportation claim (mileage, accommodation and meals) 
for the traveling portion of the trip will not exceed the 
equivalent of the lowest available airfare at the time of 
travel (based on pre-booking rates). Only one person may 
claim mileage when more than one person traveling from 
the same location, except as authori 

8.1.5. Travel of less than thirty (30) kilometres will not be 
reimbursed; 

8.1.6. Local travel from the point of arrival to and from the local 
destination using shuttle service, if available, or taxi.  

8.1.7. Rental vehicles upon approval of the CEO. The total ground 
transportation claim (rental, gas, accommodation and meals) for 
the traveling portion of the trip will not exceed the equivalent of 
the lowest available airfare at the time of travel (based on 
pre-booking rates). 

 
Administrative Expenses 
 

8. The following administrative expenses may be reimbursed as authorized by the 
CEO: 

8.1.Long distance calls up to a maximum as authorized by the approved 
budget or CEO upon submission of a claim form and a copy of the related 



 

phone bill. Persons will not accept collect calls and whenever possible, 
utilize times when discount rates are in effect. 

8.2.Postage and other pre-approved expenses (stationery, supplies, copies). 
 
Exceptions to Rates 
 

10. From time to time, exceptions may be made to the policy to permit a 
reimbursement rate that is lower than the above.  This may be done due to 
budget limitations and any such limit should be communicated to travellers well 
in advance of travel. 

11. Exceptions to this policy to allow for rates of reimbursement that exceed the 
rates outlined above are not permitted. 


