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____________________________________________________________________________

TRAVEL PROCEDUREStc \l1 "3-1800
TRAVEL REGULATIONS
SCOPE:

All persons travelling on business on behalf of the FNEC.
PURPOSE: 
To ensure that all claims are justified.

To ensure that all charges are fair and reasonable.

To ensure that all procedures are complied with.

DEFINITIONStc \l2 "Definitions:
"Travelling Expenses" are all expenses incurred when travelling on FNEC business.

Transportation and Travel Standardstc \l2 "Transportation and Travel Standards
AIR TRAVEL: Except for short journeys where the use of a car is more economical, air travel should be the accepted method of transportation.  Economy class shall be used and excursion rate shall be specified whenever possible.

CAR TRAVEL IN YUKON:   In the interests of economy, FNEC members are encouraged to car pool travel whenever possible.

In the interests of driving safety, a Commissioner shall not normally be expected to drive more than:

250 km’s after having worked a full day;

350 km’s after having worked one half-day;

563 km’s on a non-work day.

Mileage/Kilometre Allowancestc \l2 "Mileage/Kilometre Allowances:



- Pre-set amounts established each year by CYFN

Other Transportation Costs (ie. Air, taxi, etc)tc \l2 "Other Transportation Costs:

Receipts are to be provided for any transportation costs and should be included with the invoice from your FN.

A delegate who arrives at the place of meeting but does not attend at least two-thirds of all sessions will not be paid transportation costs, except in 
exceptional circumstances (e.g. illness).

____________________________________________________________________________

Accommodation, Meals and Incidentalstc \l2 "Accommodation, Meals and Incidentals
The guidelines for these expenditures are:

Accommodation
- By Receipt
· Private accommodation or without hotel receipts will be paid at $50.00 per night.




FNEC will not be responsible for payment of no-shows at hotels with guaranteed reservations. Any breach of this policy by First Nation delegates is the responsibility of the First Nation.




Receipts must be produced to support all claims for accommodation (hotels which have government approved rates should be used).
Meals

- Pre-set amounts established each year by CYFN. 
Incidentals
- Pre-set amounts established each year by CYFN

Receipts are not necessary for meals and incidentals. 
It is understood that the allowance for incidentals covers all personal long distance calls, and all other incidental expenses such as laundry or dry-cleaning.

FNEC members are encouraged to share accommodation in order to reduce the costs to FNEC.




Regardless of the rates paid by other agencies, CYFN rates will apply.

REIMBURSEMENT/PAYMENT

Delegates may have their travel expenses covered by their First Nation.  
Travel expense claims for delegate travel must be submitted for reimbursement by the First Nation Finance Department within thirty (30) days after the travel has occurred.

Travel claims submitted after that thirty (30) day time period will not be reimbursed.  
CYFN Finance will notify First Nations if travel claim reimbursement payment is outstanding after twenty-five (25) days.

There may be exceptions to the above on a case by case basis.

