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Guidelines for Travel Claims through Memorial University 
 

These guidelines outline the steps to place a travel claim through Memorial University. If you have a 
question that is not answered here, please consult the Memorial University travel policy online at 
http://www.mun.ca/policy/site/policy.php?id=187. You may also contact Emma LeClerc 
(ekl205@mun.ca) if you require any assistance. 
 

For Memorial faculty, staff, and students ONLY: 
If you are affiliated with Memorial University, you must complete a Travel Request Form prior to travel 
regardless of whether or not you are also requesting a Travel Advance. The Travel Advance allows 
Memorial faculty, staff, and students to receive reimbursement prior to travel, and can be used in 
instances where you have purchased airline tickets, paid conference registration, etc. If your airline 
ticket has been purchased for you (e.g., on a grant), you cannot receive an advance for this purchase. 
People who are not Memorial employees or students cannot receive travel advances. 
 

For Everyone: 
To complete a Travel Claim, you must have receipts for everything except your meals. Reimbursement 
will not be issued without original receipts. Receipts must clearly indicate the company from which 
they originate. 
 

You must pay for your own expenditures, and are not permitted to pay the cost for others that are 
travelling with you, regardless of whether the costs are all being charged to the one research grant. In 
instances where hotel rooms are being shared, please make every effort to obtain individual receipts. 
 

To claim airfare, you must have all of your boarding passes. Do not use boarding passes on your mobile 
device as they cannot be printed off and paper copies of boarding passes are required for your claim. 
You must submit all boarding passes from all legs of your journey. 
 

If your actual travel does not correspond to your required travel (e.g., you are extending your stay after 
a conference or detouring from your required destination), you need to provide the airfare quotation for 
the required travel, obtained at the time of the actual booking, along with the cost and itinerary of your 
actual travel. In this instance, the University will only reimburse for what the travel should cost, not the 
actual cost (unless, of course, the actual cost is cheaper). “Eyeballing” the fare difference is not 
acceptable because Financial Services needs documentation (i.e., a printout of what the actual fare 
would cost). 
 

If you are not claiming airfare, you must still submit a copy of your itinerary as this will indicate time of 
departure and return. 
 

Upon completion of your travel, a Travel Claim Form must be completed and submitted. You will receive 
a partially pre-filled form that you must complete based on your expenses.  
 

When completing travel claims, please remember to fully complete the top of the travel claim form, 
including all relevant information such as time departed and time returned, as well as all details of the 
travel. Each of your expenditures (including any that you have already been paid for in a travel advance), 
must be listed on the claim.  
 

Each expense/item must be noted under the particulars column, and given a document number which 
corresponds with the receipt for that item. So, if your airfare is number 1, you write the number 1 on 
the corresponding airfare receipt(s) that is attached. The cost of each item is written in the relevant 
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column, (e.g., the cost of your airfare is listed under travel, the cost of a hotel is listed under hotel or 
lodging, etc.). You cannot claim items that have been purchased on your behalf (e.g., if your airline ticket 
was paid on your behalf, you cannot claim it). Be sure to double-check the item costs and totals before 
submitting your claim. 
 

If you are using a non-Canadian currency while in Canada, please contact Emma (ekl205@mun.ca) for 
specific instructions. 
 

For mileage that is being claimed for driving a personal vehicle, Financial Services requires a Google 
Map that illustrates the route and the total mileage.  Please note that in instances where you are driving 
on University business, whether it is a personal or a rental vehicle, you must have the appropriate 
driving approvals in place for insurance purposes. For rental vehicles, you claim gas instead of mileage. 
 

Per diem rates are as follows (from the Schedule of Reimbursable Expenses: 
http://www.mun.ca/finance/policies_procedures/Schedule_of_Reimbursable_Expenses.pdf) 
 

 Canada US & Other Countries 
Breakfast 10.00 10.00 
Lunch 15.00 15.00 
Dinner 25.00 25.00 
TOTAL 50.00 CDN 50.00 USD 
   

If you are travelling for more than two consecutive days, $5 per day will be added to your per diem to 
cover incidental expenses. 
 

Travel Claims Quick Guide: 
1- Fill in address where you would like the check to be sent 
2- Fill in the date you arrived in St. John’s and the date you left St. John’s 
3- If not already completed, fill in the reason for your travel (e.g. ‘Oceans of Data’ Workshop) 
4- Before completing the grid of expenses, make sure you have all of your receipts, INCLUDING 

ORIGINAL PAPER BOARDING PASSES FROM EACH LEG OF YOUR JOURNEY. You do not need to 
include receipts from meals, as they will be covered under your per diem compensation. 

5- Calculate your per diem meal compensation. Do NOT include meals provided during the 
workshop. Enter the total in the appropriate column on your travel claim form. Because you are 
not providing receipts, you will not need to enter a value under ‘Document Number’ 

6- Calculate airfare expenses. Staple your boarding passes together and give them a document 
number (e.g., 1). Enter the values in the appropriate columns 

7- Calculate hotel expenses. Label your hotel invoice or receipt with a document number (e.g., 2). 
Enter the values in the appropriate columns 

8- Calculate your taxi expenses individually. Label each receipt with a document number, and enter 
the values in the appropriate rows and columns 

9- Calculate any remaining expenses. Label each receipt with a document number, and enter the 
values in the appropriate rows and columns 

10- Where applicable, calculate any travel advances or reimbursements received. Enter the values 
and calculate your remaining compensation 

11- Sign the travel claim 
 
Please consult the sample travel claim form if you have any questions, or contact Emma 
(ekl205@mun.ca). We hope you enjoyed ‘Oceans of Data’ Workshop, as well as your stay in St. John’s!  
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