
TRAVEL ADVANCE INFORMATION AND TRAVEL REIMBURSEMENT CHECKLIST FOR APUO MEMBERS 
 

TRAVEL ADVANCE 
 

***Request for travel advances must be submitted, at the latest, two weeks before the departure date*** 
 

Lucie Besner, Administrative Assistant of the BMI Secretariat office, who is the resource person for all travel 
advances and reimbursements can fill out the travel advance form for you. Lucie is located in room 4103 and 
can be reached at x4469. Please make sure that you provide all information required before asking for this 
service: 

 

1. □ Your name (name of the person that will be paid) 

2. □ Employee number 

3. □ Total amount requested 

4. □ Estimate all cost for your travel (even if you are not requesting an advance for the whole amount) 

5. □ FOAP 

6. □ Name of Conference/Symposium (indicate if you are participating, presenting a seminar/poster, etc) 

7. □ Dates that you will be travelling 
 
 

TRAVEL REIMBURSEMENT: 
 

Please note: All reimbursements need to be given to Lucie Besner prior to obtaining the signature of the Chair of the 
department.  Lucie will make sure that all documents required are there. This will speed up the reimbursement 
process.  The documents below are required for reimbursement. Failure to provide the required documents will not 
guarantee that you will be reimbursed for the amount of the expense. 

 

***Please do not highlight any information or staple the receipt. A bull clip or paper clip is acceptable*** 

Checklist for Travel reimbursement documents 

Item 
# 

Box 
to 
check 

Documents required for Travel Reimbursement (Please check each box when you have the document) 

1. □ Transportation payment receipts (air, train, bus, rental vehicle) If the receipt is not available please 
provide a credit card statement 

2. □ All original boarding passes (train, air or bus) 
3. □ Hotel receipt (If you are missing the hotel receipt please provide your credit card statement) 
4. □ All original taxi, bus receipts. (please be specific) 
5. □ Indicate if meals were provided at the conference. If not, indicate dates and meals that you are 

requesting per diem. (e.g. Sept. 9: B,L,D; Sept. 10: B, L only) 
6. □ Registration / Conference receipt 
7. □ Prospectus, Program at a glance or Agenda 
8. □ Email invitation if the travel is for collaboration purposes 
9. □ Your full name 

10. □ Employee number 
11. □ Your residential address 
12. □ Dates of departure and return 
13. □ Your FOAP 
14. □ The purpose of the travel 
15. □ Relationship with Research Project : 

(Please be specific and explain what it will bring to your research) 



Travels outside of Canada and exchange rates 
 

When you are travelling outside of Canada, it is best that you pay everything from your credit card. (meals, taxi, bus, etc) 

We require your credit card statement as this will ensure that you are being reimbursed with the correct amount that 

you paid. If you don’t pay by credit card, you will be reimbursement with the average of the Bank of Canada exchange 

rate at the time of travel. Please note that by accepting to be reimbursed with the average exchange rate of the Bank of 

Canada, it usually doesn’t reflect the correct amount that you have spent. 
 

For those who wish to fill out their own travel advance forms, please see the instructions below: 

All forms pertaining to travel advances and travel reimbursements can be found at the following link: 

Travel advances and travel reimbursements forms 
 

   Use the latest version of the form online and fill it out digitally 

   The ‘’Name of Requestor’’ field is for the name of the individual whom we are advancing the funds to, not the 

name of the individual who is filling out the form 

   Please indicate your employee number so that the funds may be directly deposited to your account 

   Be sure to indicate the total amount to be advanced in the box above the approver’s signature and circle at the 

top right corner to indicate that a travel advance is being requested 

   Indicate the FOAP (FUND 6xxxx/ORGN 15xxx) that is funding the advance 

   Ensure you have the signatures in the advance area of the form 

   ***The form must be submitted, at the latest, two weeks before the departure date*** 

   A delegate and PI cannot approve their own travel advance. A signature from the Chair of the department must 

be obtained 

   Original signatures must be on the form, no digital versions or signature stamps are allowed 
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