Reimbursement Policy
Travel:
1. UWOFA will reimburse Members and employees for the cost of travel on behalf of the Association
that is pre-approved by the UWOFA President or designate. Reimbursable costs include travel by
air, train, bus, or automobile. Local transfers to the terminal, and from the terminal to the meeting
location, are also reimbursed.
2. Members or employees should make their own travel arrangements, and UWOFA will reimburse
acceptable travel costs as expeditiously as possible after the submission of an itemized list of
expenses that is accompanied by all receipts
3. Travel by Air
The Association gives preference to unionized airlines, unless a substantial cost savings results
from travel with a non-unionized airline. UWOFA will only reimburse the costs of economy class
flights (not Business and First Class air fares).
4. Travel by Train or Bus
UWOFA will reimburse VIA1 train travel, although it is expected that claimants will not request
meal expenses for the meal served during the train travel. Bus fare is fully reimbursed.
5. Travel by Automobile
UWOFA will reimburse claimants for personal use of automobiles based on the current CAUT rate
(58¢ per kilometre in July 2018). The amount of mileage reimbursement shall not exceed the
lowest economy airfare or VIA1 fare available at the time of travel.
6. Trip Cancellation
In the event that a Member or employee is subsequently unable to travel, the following policy shall
apply:
a) In the event of (1) an emergency medical condition involving the Member or employee, or a
member of his or her immediate family, requiring the care of a physician or hospitalization,
or (2) the death of an immediate family member, UWOFA will bear the cost of the ticket
upon receipt of a letter from the physician or hospital;
b) In the event that the delegate is required to return home early for the reasons outlined in (a)
above, requiring a change in the travel itinerary, UWOFA will reimburse the cost of the
change;
c) In the event of cancellation for any other reason (e.g. workload, personal reasons), the
Member or employee will be responsible for the cost of the ticket.
d) In the event of a change in itinerary for any other reason (e.g. workload, personal reasons,
non-Association related reasons), the Member or employee will be responsible for the
increased cost of the ticket (that is, the cost of the change to the ticket).
7. Accommodations
a) UWOFA will reimburse the cost of hotel accommodations. Hotel costs above the CAUT or
OCUFA rates are not covered. For example, if a Member or employee wishes to upgrade a
room or chooses a hotel with higher room rates, the Member or employee is responsible for
amounts over the event room rate.
b) Should the Member or employee stay in non-commercial accommodation, reimbursement
will be at half the approved CAUT hotel rate for that event, or its equivalent.
8. Per diem expenses
Per diem expenses will be reimbursed at the current CAUT rates (e.g., breakfast $19.00, lunch
$19.00, dinner $48.00, sundry $17 = total $103).
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UWOFA will reimburse Members and Employees for the cost of other expenses incurred on behalf of
the Association that are pre-approved by the UWOFA President or designate. Valid invoices are
required to support the claim for reimbursement.
Reimbursement for UWOFA Officers:
President:
An office is provided to the President at UWOFA’s office (Elborn College, room 2120) to allow the
President to conduct the business of the Association. UWOFA shall reimburse reasonable
incremental expenses incurred for the purpose of fulfilling the role of President.
In order to receive payment of the reasonable incremental expenses incurred the UWOFA President
shall submit to the UWOFA office a signed expense report with a copy of all receipts.
Once the signed expense report has been approved by the Secretary and Treasurer a cheque shall
be issued.
Cell Phone Usage:
It is understood that UWOFA Officers may be required to use their personal cell phones to conduct
UWOFA business.
UWOFA will reimburse the cost of personal cell phone usage at the rate of $60 per month.
In order to receive payment UWOFA Officers shall submit to the UWOFA office a signed expense
report.
At-Home Internet Usage:
It is understood that UWOFA Officers may be required to conduct UWOFA business outside of regular
office hours (8 am to 4:30 pm) using their at home computer.
If using their at home computer increases the cost of their internet charges UWOFA will pay the
difference.
In order to receive payment UWOFA Officers shall submit to the UWOFA office a signed expense
report with a copy of the actual internet invoice showing the increase in the cost.
Parking Spaces at Elborn College:
It is understood that UWOFA will arrange for two reserved parking spaces, marked as “X” in Elborn
College parking lot.
These two spaces will be used by the President, Grievance Officer and/or Members visiting the
UWOFA office.
UWOFA will pay to UWO the up-charge on the two reserved spots. The up-charge will be the
difference between what the President and Grievance Officer has secured as their parking sticker
(minimum requirement will be the purchase of a Perimeter Non Reserved spot) and the cost of a
Perimeter Reserved spot.

Approved:
Executive Committee – February 10, 2014
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