
NORTHERN COUNCIL FOR GLOBAL COOPERATION
EXPENSE REIMBURSEMENTS, PROCUREMENT AND TRAVEL POLICY:

NCGC will reimburse approved expenses for Employees conducting authorized business on its
behalf. Employees must submit original expense receipts for reimbursement. Wherever
possible, employees must use the lowest cost and most reasonable cost method for
transportation and accommodation. Expenses must meet the test of “necessary and
reasonable” and should be consistent with an Employee’s normal living standards and the
nature of the travel assignment. Meals are covered by a per diem allowance according to the

Treasury Board of Canada’s National Joint Council Travel Directive.

All Employees must record all expenses and submit for reimbursement to their immediate
supervisor within a maximum of 30 days of when the expense is incurred. All expenses must be
supported by receipts, except per diems, and where receipts are lost or not available, supported
by a handwritten and signed note detailing the expenditure type, amount of expenditure, date,
purpose of the expenditure, and the reason why the original receipt is not available.
Reimbursement of expenses will be made following a review by the NCGC staff authorized to do
so for compliance with NCGC travel and expenses policies.

It is the responsibility of the Executive Director to ensure that all Employees are fully aware
of NCGC’s reimbursement of expenses and travel policies. It is the responsibility of the
Employee to collect and maintain all relevant receipts.

Types of Reimbursable Travel Expenses
All Employees must seek approval in advance from the Executive Director for travel for NCGC
business. For the Executive Director, the President of the Board approves major travel outside
Canada in advance.

Air Travel
The lowest cost airfare available must be selected if consistent with travel
schedule. To obtain the best price, reserve at least two (2) weeks in advance of the flight date.
Employees should seek approval of the cost of an airfare from the Executive Director. For air
travel, a scanned copy of the paper ticket or an electronic ticket accompanied by baggage
receipt (for one checked bag) must be submitted when requesting reimbursement.

Except with the approval of the Executive Director, NCGC does not cover airfare change fees.
NCGC will not reimburse for portions of a trip not associated with NCGC business.

Automobile Travel
When the use of a personal automobile is necessary, it must be consistent with the following
conditions:
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a) Employees using personal automobiles for business travel must carry adequate
automobile liability insurance not less than $1,000,000 bodily injury and $50,000
property damage.

b) Standard mileage will be calculated as 80% of the Federal Treasury Board rate,
updated in April, July, October and January. Mileage must be indicated on the Expense
Report. Tolls and parking costs will also be reimbursed. Public transit will be used when
possible within the metro transit area.
c) Fines for speeding and other traffic violations will not be reimbursable. Similarly, auto
repairs are not reimbursable.
d) Car rentals must be approved in advance by the Executive Director and must be
driven only by the NCGC Employee.
e) Taxi fares, reasonable tips and parking fees are allowable expenses with receipts.

Travel Living Expenses Living expenses while traveling in Canada will be covered consistent
with the following conditions:

a) Per Diem reimbursement for meals and incidentals will be the Treasury Board of
Canada’s National Joint Council Travel Directive.
b) Only those meals not provided in the NCGC activity will be reimbursed.
c) Incidentals will be reimbursed at a rate of $10 per day during travel.
d) All business meals and entertainment expenditures must be explained and
documented in detail and any unusual expenses pre-approved by the Executive Director.
Business meals and entertainment must be for a bona fide purpose that is directly
applicable and essential to the conduct of NCGC business. These expenditures must be
reasonable under the circumstances.
e) NCGC considers business meal expenditures for groups composed entirely of NCGC
Employees to be a necessary but infrequent event, such as when a meeting must be
continued through lunch due to the time and travel constraints of out-of-town
employees participating in the meeting.
f) Lodging/accommodations at single occupancy rates should be reasonably priced. The
expenses for lodging must be supported by receipted bills. Private accommodation will
be reimbursed at $50/night. NCGC reimburses for accommodation if needed starting the
night before the NCGC business begins and no longer than the night after the NCGC
business ends.

Foreign Travel
The safety and security of all NCGC Employees is of primary importance when NCGC Employees
travel to destinations outside of Canada. Due consideration should be given to travel advisories
from Global Affairs Canada and can only be superseded with the explicit agreement of both the
Executive Director and the Chairpersons of the Board of Directors. The primary consideration
will be the safety and security of the employee. All international air travel will be in economy
class.

NCGC employees recognize the hazards and dangers involved in travelling in developing
countries. It is the responsibility of Employees traveling to international destinations
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to secure reasonably cost out-of-country medical insurance, and all necessary vaccinations,
which is reimbursable on approval by the Executive Director.

Non-Reimbursable Travel Expenses
The following examples are non-reimbursable expenses: frequent traveller program costs, traffic
and parking fines, in-flight movies or entertainment, hotel room movies, personal articles (i.e.
toiletries, magazines etc), luggage, briefcases, barber and hairstyle expenses, air or rental
vehicle phone usage.

Travel Advance
With sufficient advance notice, employees may seek and receive a travel advance on approval
of the Executive Director.

Child/elder care
NCGC may provide reimbursement to staff and volunteers who incur additional child or Elder
care costs over and above their normal costs for reasonable expenses up to a maximum of $75
per day (supported by appropriate receipts), if requested in advance and approved by the
Executive Director. This includes but is not limited to AGMs, conferences, evening meetings.

NCGC reserves the right to make any changes to the mileage and per diem rates, and other
reimbursable travel expenses, subject to the discretion of the Board of Directors, taking into
account overall budgetary limitations for NCGC and/or the budget of individual NCGC activities
and programs. The travel expenses policies are determined with the approval of the Board of
Directors and these policies will be reviewed and updated periodically.
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