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Pre-authorization 
All travel must be authorized in advance in compliance with the one-over-�}�v�������‰�‰�Œ�}�À���o�_��
�‰�Œ�]�v���]�‰�o�����µ�•�]�v�P���š�Z�����^���‰�‰�o�]�����š�]�}�v���(�}�Œ���&�����µ�o�š�Ç�l���u�‰�o�}�Ç�������d�Œ���À���o���&�}�Œ�u�_���~���‰�‰���v���]�Æ��A and B) 

Advances 
The University may provide a maximum of one (1) travel advance per trip up to 75% of the 
total cost of the trip, but of no less than $500 and no more than $2,000 when: 

�x Travel will be to a remote location where credit cards have limited application 
�x The nature of expenditures are unlikely to be chargeable to a credit card

 
�x Costs of the trip cannot be pre-paid using the University credit card or the 

�h�v�]�À���Œ�•�]�š�Ç�[�•���š�Œ���À���o�����P���v�š�X 

�d�Œ���À���o�������À���v�������Œ���‹�µ���•�š�•���u�µ�•�š���������•�µ���u�]�š�š�������š�}���Ç�}�µ�Œ���•�µ�‰���Œ�À�]�•�}�Œ���]�v�����}�u�‰�o�]���v�������Á�]�š�Z���š�Z�����^�}�v��-
over-one appro�À���o�_���‰�Œ�]�v���]�‰�o�����(�}�Œ�����‰�‰�Œ�}�À���o���‰�Œ�]�}�Œ���š�}���(�}�Œ�Á���Œ���]�v�P���š�}���(�]�v���v���]���o���•���Œ�À�]�����•���(�}�Œ��
payment.  Travel advance requests must include complete supporting documentation. 

University employees are required to submit a travel expense claim form within two weeks 
of return from travel.  The travel expense claim form must include reference to the advance 
received, and include a copy of the travel advance approval form. 

  





 
Accounting Services Guide 
Travel Claims 

 

3 | P a g e 
U p d a t e d  N o v e m b e r  2 3,  2 0 1 7    
 

Appendix A 

 

Link:        
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Appendix C 

 

Link:        http://www.uwinnipeg.ca/financial -services/docs/WEB-Travel-Expense-Claim-NEW.xlsx 


