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1. INTRODUCTION
1.1

Name

1.1.1

This document is called the “Senators’ Travel Policy”.

1.2

Purpose

1.2.1

This policy establishes the principles, rules, practices, roles and responsibilities
governing the use of Senate resources for travel purposes under the 64-point Travel
System.

1.3

Application

1.3.1

This policy applies to all persons travelling under the Senators’ 64-point travel system.

1.4

Authority

1.4.1

This policy was adopted by the Standing Committee on Internal Economy, budgets and
Administration on May 10, 2012. It replaces the Senators’ Travel Guidelines, Senators’
International Travel 64 point system Guidelines and the Senators’ Living Expenses in the
National Capital Region Guidelines.

1.4.2

Following the adoption for the Eleventh Report of the Standing Committee on Internal
Economy, Budgets and Administration in the Senate, this policy becomes effective as of
(date of adoption).

1.5

Definitions
In this policy, the following definitions apply:

1.5.1

“Alternate” means a person, other than a senator, who is authorized to travel under the
Senators’ 64-point travel system. It includes the senator’s designated traveller, a
dependent child, an employee or contractor of the Senate, or a person accompanying the
senator as a travel assistant for medical reasons.

1.5.2

“Dependent child” means a child of the senator or his/her spouse who is solely
dependent on the senator for financial support, including a stepchild, an adopted child, a
foster child, a child for whom the senator or his/her spouse is appointed legal guardian,
and who is (i) under age 21; or, (ii) under age 25 and in full-time attendance at a
recognized educational institution; or (iii) regardless of age, financially dependent upon
the senator because of a disability.
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1.5.3

“Designated traveller” means a person identified by the senator for a 12-month period as
being authorized to travel under the 64-point travel system. For administration purposes
the 12-month period is the fiscal year.

1.5.4

“National Capital Region (NCR)” means the area within 100 kilometres of Parliament
Hill.

1.5.5

“National Trip” means a trip within Canada that takes place outside of a senator’s
region, not including travel to and from the National Capital Region.

1.5.6

“Parliamentary functions” means duties and activities related to the position of a senator,
wherever performed, and includes public and official business and partisan matters, but
does not include activities related to
a.
the election of a member of the House of Commons during an election under the
Canada Elections Act, or
b.
the private business interests of a senator or a member of a senator’s family or
household.

1.5.7

“Primary residence” means the residence identified by the senator as his/her main
residence and is situated in the province or territory represented by the senator.

1.5.8

“Receipt” means an original or official document from a supplier, or a certified copy of
the document, showing the date and amount of expenditure paid by the traveller. A debit
or credit card slip is not considered a sufficient proof of payment.

1.5.9

“Region” means (i) the Atlantic Region, composed of the provinces of New Brunswick,
Newfoundland and Labrador, Nova Scotia and Prince Edward Island; (ii) the Central
Region, composed of the provinces of Ontario and Quebec, including the NCR; or (iii)
the North-Western Region, composed of the provinces of Alberta, British Columbia,
Manitoba, Saskatchewan, and the Nunavut, Yukon, and Northwest Territories.

1.5.10 “Regional trip” means a one-way trip, a round trip, or a circular trip, in which all departure
and destination points are within the Region in which the province or territory represented by
the senator is situated, except for travel to and from the National Capital Region.
1.5.11 “Regular trip” means all trips to and from the National Capital Region.
1.5.12 Senators’ staff” means employees and contractors engaged by the Senate to service one
or more senators in carrying out their parliamentary functions and whose remuneration is
paid from a Senator’s Research and Office Expense Budget.
1.5.13 “Steering Committee” means the Subcommittee on Agenda and Procedure of the Senate
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Standing Committee on Internal Economy, Budgets and Administration.
1.6

Enquiries

1.6.1

Questions regarding this policy should be directed to the finance division of the Finance
and Procurement Directorate.

2. POLICY
2.1

Context

2.1.1

This policy recognizes that travel is a necessary component of senators’ parliamentary
functions. Parliamentary functions are typically carried out in Ottawa and senators must
travel to and from their primary residences in order to attend Senate sittings and
committee meetings. Parliamentary functions are also carried out in senators’ regions
and, from time-to-time, senators may be required to travel to other locations, both within
Canada and internationally, in the service of the Senate.

2.1.2

This policy also recognizes that a senator’s parliamentary functions can result in frequent
and lengthy periods of separation from family. In that context, the policy provides for
family-reunion travel as an important contributor to the health and well-being of senators
and their families.

2.1.3

However, spending public funds on travel is a sensitive matter and sound judgement must
be exercised when travel-related decisions are made. It is expected that decisions to incur
travel expenditures will be made with due regard to the need, frequency, cost, and
purpose as it relates to a senator’s parliamentary functions.

2.2

Principles

2.2.1

The following principles are the cornerstone for the management of travel expenditures
and shall serve as a guide to travellers and the administration for achieving fair,
reasonable, and modern travel practices:

2.2.2

Trust and flexibility: travellers should have sufficient discretion and latitude to act in a
fair and reasonable manner in determining travel arrangements that best respond to their
needs and interests.

2.2.3

Transparency and accountability: the consistent, fair, and equitable application of the
policy and its practices is best achieved when an appropriate travel accountability
framework and structure is in place.

2.2.4

Valuing people: travel policies are fair when they support the health, safety, and well-
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being, in a travel context, of travellers and their families.
2.2.5 Modern travel practices: travel policies are most effective when they are in keeping with
modern management practices and travel industry trends and realities.
2.3

Objectives

2.3.1 The primary aim of this policy is to ensure the fair treatment of persons required to travel
on Senate business by providing for the reimbursement of reasonable expenses incurred
while travelling.
2.3.2 The provisions of the policy ensure that travelers are not out-of-pocket for their costs
while at the same time ensuring that travel expenditures are justifiable, appropriate,
reasonable, and well managed.
2.4

Travel Status

2.4.1 Travellers shall be considered to be on travel status when they are undertaking Senaterelated travel that takes them at least 100 km away from their primary residence. In such
cases, travel expenses are charged to the 64-point travel system.
2.4.2 Senators who attend parliamentary functions within 100 km (one way) from their
primary residence may claim reimbursement of related transportation expenses. In such
case, expenses are charged to their research and office expense budget.
2.4.3

The responsibility to provide transportation to or from their residences in the National
Capital Region applies to all persons in the Senate workplace, including senators and
their staff, consequently, there is no provision for reimbursement of such expenses

2.5

64-Point Travel System

2.5.1

The travel point system ensures that all senators have access to the same travel resources
regardless of which region in Canada they represent or in which province or territory they
live. Travel points are allocated at the beginning of each fiscal year and each senator is
allowed 64 travel points per fiscal year. Unused points in one fiscal year cannot be
carried forward to a future year.

2.5.2

Travel points can be used by senators or by alternates. Points, or partial points, shall be
deducted whenever a travel expense claim is submitted. When two or more individuals
travel together (e.g. a senator and his or her designated traveller) points shall be deducted
for each traveller for whom expenses are claimed.

2.5.3

The calculation of travel point usage varies from trip to trip, taking into account the
following factors: departure and destination points, the number of days of travel, and the
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means of transportation.
a) Travel between residence and the National Capital Region (regular travel):
A single (1) point shall be deducted for every return trip regardless of the number
days spent at either destination. One half (0.5) point shall be deducted for every one
way trip.
b) Travel within Canada, outside the Senator’s region not including trips between the
residence and National Capital Region (national travel):
A single (1) point shall be deducted for every return trip and for each four-day period
or part thereof. For example, a Senator or an alternate can claim expenses for 7
consecutive days providing two (2) points are deducted.
c) Travel entirely within the Senator’s region (regional travel)
One quarter (0.25) point shall be deducted for each leg of the trip between stopovers.
For example, a senator or an alternate travelling from Edmonton to Calgary and back
to Edmonton within the same day would be charged a half point. When travel is by
car, only one quarter point shall be charged for each one-day regional trip in which no
airfare costs are incurred. The same point calculation would apply for an Ottawabased senator travelling from Ottawa to Toronto.
d) Use of free rail transportation
Where a senator or alternate uses free rail transportation and does not claim any travel
expenses or only expenses related to the transportation to and from the terminal, no
points shall be deducted.
Where a senator or alternate uses free rail transportation and claims living expenses,
points otherwise to be deducted shall be reduced by one-half (0.5).
In addition to the above, points are charged to the system when additional expenses
for upgrades, are incurred. These are further described in the appropriate sections of
this policy.
2.6

Eligible Travellers

2.6.1

Persons eligible to travel under the 64-point travel system shall include all senators and
the following alternates:
•
•

a senator’s designated traveller;
a senator’s dependent child;
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•
•
•

an employee of the Senate;
a person providing contract services to the Senate; or
a person accompanying the senator as a travel assistant for medical reasons.

2.6.2

In order for designated travellers and dependent children to remain eligible to travel
under the 64-point travel system, the senator shall submit a Designated Traveller and
Dependent Children Annual Declaration form at the beginning of each fiscal year to the
Finance division and as required during the fiscal year if there is a change in a child’s
status as a dependent.

2.6.3

A senator may only have one designated traveller at a time and once a person is named,
the designated traveller status remains in force until the end of the fiscal year or until the
senator submits a request to change the designated traveller. However, senators are
permitted to change their designated traveller only once during the fiscal year. Once a
change has been made, the new designated traveller status must remain in force until the
end of the fiscal year. A senator cannot name a staff member as designated traveller.

2.6.4

Travel by alternates shall be subject to the following limitations:

2.6.5

•

Designated travellers: travel shall be limited to:
o travel between the senator’s province or territory and the NCR;
o travel with the senator within the senator’s province or territory;
o travel elsewhere in Canada, up to a maximum of six (6) travel points per fiscal
year.

•

Dependent children: travel shall be limited to:
o travel between the senator’s province or territory and the NCR.

•

Senators’ staff: travel shall be limited to:
o travel between the senator’s province or territory and the NCR and/or within
the Senator’s province or territory, up to a maximum of eight (8) points per
fiscal year, per senator.
o other travel with the senator; up to a maximum of two (2) points per fiscal
year, per senator. Points shall not be used for travel related to committees,
other than to provide support to the Chair or Deputy Chair of a travelling
committee.

•

Staff working in the Speaker’s office, the Leader of the Government or the Leader of
the Opposition’s offices are authorized to travel within Canada to assist them in their
additional role. All travel must be related to parliamentary functions.

If there is a travel requirement for alternates beyond the above limitations, the senator
shall obtain prior approval from the Steering Committee
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2.6.6

Travel by alternates shall be limited to Canada.

2.6.7

Travel provisions for alternates are similar, but not always identical, to those for senators.
Wherever differences do occur, they are explained in the relevant section of this policy.

2.7

Purpose of Travel

2.7.1

The intent of the 64-point Travel System is to fund travel incurred in the carrying out of
senators’ parliamentary functions or that is otherwise incurred for the service of the Senate.

2.7.2

The purpose of travel is a mandatory field on the Travel Expense Claim form to enable
the Finance division to review the claim to ensure that the travel is in accordance with the
policy. However, there could be situations where, for confidentiality purposes, senators
would not be able to provide details and would include a very brief description (for
example, parliamentary functions or Senate work). In those instances, senators will be
responsible to ensure that they maintain all details in their office for possible verification
or audit. In all situations, the onus is upon senators to only claim for travel that is related
to their parliamentary functions. Appendix A could be used to assist in terms of
description and eligibility.

2.7.3

Senate resources shall not be used to fund travel that is incurred to pursue the private
business or personal interests of a senator or alternate.

2.7.4

In addition to their work in the Senate chamber and in committee, senators typically take
on a wide range of activities. While many of these activities can be considered as “public
business” for the purposes of the Senators Attendance Policy, it should be noted that if
they are not related to the senator’s parliamentary functions they shall not be reimbursed
under the 64-point travel system.

2.7.5

Senators are ultimately responsible and accountable for their use of Senate resources.
Prior to submitting a travel expense claim, they are expected to carefully consider the
purpose of the trip that was taken and ensure that it meets the intent of this policy. Some
guidance is provided to senators and their staff in Appendix A which lists several
examples of travel that is typically carried out by senators and their alternates, specifying
whether or not the trip is eligible for reimbursement.

2.7.6

In addition to reviewing the examples in Appendix A, senators may find it useful to ask
themselves the following questions:
•
•

Is the travel required to achieve an objective that contributes to Senate work?
If I was not a senator would I, or my alternate, still be taking this trip? If the answer
is yes, then that is a good indication that the travel is unrelated to parliamentary
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•

functions and vice versa.
If I had to publicly respond to questions about how this trip was related to my
parliamentary functions, would I feel comfortable doing so?

2.7.7

When Senate-related travel is combined with private business or personal travel, any
additional expenses incurred as a result of the private business or personal travel must not
be claimed (e.g. meal per diems on personal days and additional nights of
accommodation).

2.8

Travel Expense Reimbursement Rates

2.8.1

The Committee shall establish, and periodically revise, the following reimbursement
rates:
•
•
•
•
•
•
•

Allowance for private accommodation outside the NCR
Allowance for private accommodation in the NCR
Maximum that can be reimbursed for commercial accommodation
Kilometric rate for the use of privately owned vehicles
Maximum taxi expense that can be claimed without receipt
Maximum annual reimbursement amount for living expenses in the NCR.
Daily per diem amounts for meals and incidentals

A summary of all rates is included in Appendix B of this policy.
2.9

Transportation Expenses
The mode of transportation shall be selected on the basis of cost, convenience, safety and
practicality. However, when travelling long distances using a mode other than air travel,
reimbursement for transportation costs shall not exceed the estimated cost of travelling
by air in situations where air travel was readily available.

2.9.1

Air Travel
a) Class of Travel
Senators, designated travellers, dependent children and a person accompanying the
senator as a travel assistant for medical reasons may travel business class.
The standard for air travel undertaken by all other travellers shall be economy class.
The cheapest available economy class fare appropriate to the itinerary shall be sought
and bookings shall be made as far in advance as feasible.
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b) Flight Passes
A flight pass is a prepaid package of flight credits offered by an airline. Flight passes
may be purchased under the following conditions:
•
•
•
•

the purchase will result in cost savings to the Senate;
prior to selecting a flight pass, senators review the terms and conditions for the
various flight pass options and obtain advice from the Finance division on the
purchase;
senators accept the responsibility to keep track of the status of flight passes (i.e.
used/unused portion of the flight pass). A summary report of flight pass usage
should be provided to the Finance division when submitting a claim; and
senators accept that they will be personally liable for the cost of any flight pass
purchased that is not used.

c) Cancellation and Change Fees
When travellers are required to change their travel plans due to circumstances beyond
their control, any fees charged by the airline to rebook or cancel flights shall be
reimbursed. Best efforts should be made to minimize such fees whenever possible, a
justification may be required.
d) Travel Fee Services
Travellers should make every effort to minimize travel fee services.
e) Airport Parking
Airport parking shall be reimbursed when the use of a personal vehicle is the most
economical or practical manner of getting to and from the airport.
2.9.2

VIA Rail
a) Senators, senators’ spouses and dependent children
Rail transportation privileges are granted by VIA Rail to senators, their spouses and
dependent children without any cost to Senate budgets. These privileges are valid for
the duration of a senator’s appointment (or for as long as VIA Rail agrees to provide
this program) and are as outlined below.
Privileges for senators:
• advance reservations;
• free transportation throughout VIA Rail’s network;
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•
•

free upgrade to Business class; and
free upgrade to sleeping car accommodation, up to a single bedroom.

Privileges for senators’ spouses and dependent children:
• advance reservations;
• free transportation in economy class throughout the VIA Rail’s network; and
• the pass holder may purchase upgrades and have the cost reimbursed under the
64-point travel system. One half (1/2) point is charged for each upgrade.
For the purposes of VIA Rail privileges, it is important to note the distinction
between spouses and designated travellers. Under VIA Rail policy, passes are
provided to senators’ spouses rather than to designated travellers. A senator’s spouse
is entitled to receive a VIA Rail pass whether or not he or she is named as the
designated traveller.
b) Other travellers
The standard for rail travel for all other travellers shall be the next higher class after
the full fare economy class. However, a senator can authorize a higher class, on a
case-by-case basis, when deemed appropriate given the length of the trip or segment
and the travel itinerary.
2.9.3

Rental Vehicles

2.9.3.1

The standard for rental vehicles shall be an intermediate size car. Travelers who select
rental vehicles in a higher category shall only be reimbursed up to the rental cost of an
intermediate size car using the government rate.

2.9.3.2

The cost of fuel and other vehicle-related expenses such as tolls, ferries, and parking
shall be reimbursed upon submission of original receipts.

2.9.3.3

Travelers using rental cars shall carry Collision Damage Waiver (CDW) coverage for
the entire period that the vehicle is rented. Senators are insured through the Senate
corporate travel card when paying the deposit and rental cost with this card therefore
additional CDW insurance purchased from the supplier is not necessary and will not be
reimbursed. The cost of CDW may be claimed by Senators who do not use the Senate
corporate travel card for their car rental and by other travellers who do not have a
corporate travel card.

2.9.4
2.9.4.1

Use of Privately Owned Vehicles
When the selected mode of transportation is a motor vehicle, a traveller may use a
privately owned vehicle if it is more practical or economical than a rental vehicle and
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expenses shall be reimbursed on the basis of a kilometre rate established by the
Committee. The Senate assumes no financial responsibility for privately owned
vehicles other than paying the kilometric rate, tolls, ferries, and parking.
2.9.4.2

Travellers are expected to use the most direct, safe and practical route and shall only
claim for distances driven on Senate business.

2.9.4.3

Travellers who opt to use their own vehicle are expected to carry appropriate and
adequate motor vehicle insurance.

2.9.4.4

When two or more persons travel together in a privately owned vehicle, only one of the
travelers (usually the owner of the vehicle) shall request reimbursement for the
kilometers driven.

2.9.5

Taxi and Limousine Services

2.9.5.1

Taxi services shall be reimbursed and receipts are required for all taxi fares over the
limit established by the Committee.

2.9.5.2

When a limousine service is used in lieu of a taxi, the reimbursement shall not exceed
the cost of a taxi.

2.9.5.3

When a taxi or limousine service is used for long distance travel in lieu of air travel, the
reimbursement shall not exceed the cost of travelling by air in situations where air
travel was readily available.

2.9.5.4

When a taxi or limousine driver is asked to wait while a traveler attends to business, the
cost for wait time shall not be reimbursed.

2.9.6
2.9.6.1

2.9.7

Public Transportation
Travellers shall be reimbursed the actual cost of bus and subway fares. When receipts
in support of fares are not available, the traveller’s declaration on the travel expense
claim form shall be accepted as justification for the reimbursement.
Charters

2.9.7.1

The cost of chartering a bus, boat or aircraft shall be reimbursed when this is the most
economical method of transportation or when it is the only practical way to reach a
destination.

2.9.7.2

When charters are being shared by several travellers, the total cost shall be divided by
the total number of passengers and each one assigned a share of the cost. The Senate
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shall only reimburse the cost for those travellers eligible to travel under this policy.
Travel claims for charters must be supported by a detailed passenger manifest.
2.10

Living Expenses Outside of the NCR

2.10.1 Commercial Accommodation
2.10.1.1 The standard for commercial accommodation, when a traveller is alone, shall be a
single room in a safe environment, conveniently located, and comfortably equipped.
When the traveller is accompanied by his or her spouse the standard shall be a double
room. When travelling with dependent children, a larger room or an additional room
may be claimed.
2.10.1.2 The cost of commercial accommodation shall be reimbursed to the maximum set out by
the Committee plus applicable taxes. Commercial accommodation costs in excess of
the maximum shall be reimbursed when supported by adequate written justification.
2.10.2 Private Accommodation
2.10.2.1 Private accommodation shall be reimbursed, without receipt, at the rate established by
the Committee.
2.10.3 Meals and Incidentals
2.10.3.1 Meal and incidental expenses shall be reimbursed on the basis of allowance rates
established by the Committee.
2.10.3.2 Living expenses incurred while on travel status, other than in the NCR, are charged to
the 64-point travel system, including expenses incurred on the days of travel to and
from the NCR.
2.10.3.3 Travellers may claim for meals incurred while on travel status but shall only claim for
those meals for which there was no provision from another source. For example, when
a luncheon is provided as part of a conference or as a committee working meal, the
traveller is not entitled to claim a lunch allowance for that meal. If, for reasons beyond
the traveller’s control, he or she was unable to accept the meal that was provided (e.g.
allergies, religious reasons, etc) and had no choice but to purchase a meal, the
appropriate allowance may be claimed upon submission of written justification.
2.10.3.4 The incidental expense allowance covers a wide variety of miscellaneous and/or
optional travel expenses that are not otherwise provided for elsewhere in this policy
such as gratuities, dry cleaning and laundry, bottled water, snacks, phone calls home,
GPS rentals, and personal expenses. No other reimbursement will be made for these
miscellaneous expenses.
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2.11

Living Expenses in the NCR
Senators who are more than 100 kilometers from their primary residence when they
come to the NCR to carry out their parliamentary functions are on travel status and
shall be reimbursed for living expenses. The total reimbursement per fiscal year shall
not exceed the maximum established by the Committee.
Given the frequent and relatively long-term nature of senators’ visits to the NCR, the
provisions for living expenses differ somewhat from those allowed under other travel
circumstances. Furthermore, living expenses incurred in the NCR are funded from a
separate budget set aside for this purpose and are therefore exempt from the point
system.

2.11.1 Eligibility
2.11.1.1 Provisions under this policy for living expenses in the NCR shall apply to senators
only. There is no provision under the 64-point travel system to reimburse the living
expenses of alternates travelling to the NCR, including designated travelers and
dependent children.
2.11.1.2 Living expenses in the NCR for a senator’s staff member travelling to the NCR from
the senator’s region are reimbursable from the Senator’s Research and Office Expenses
Budget. The reimbursement rates will be the same as the rates provided for under this
policy for senators.
2.11.2 Primary and Secondary Residences Declaration
2.11.2.1 In order to claim living expenses in the NCR, a senator shall file, on an annual basis, a
Declaration of Primary and Secondary Residences as well as the required
documentation. Senators are responsible to notify immediately the Finance Division of
any changes in the status of their residences and to amend the declaration accordingly.
2.11.3 Accommodation Expenses
Senators may claim accommodation expenses in any one of the following three
categories:
a) Commercial accommodation
The cost of commercial accommodation (hotel, motel, rooming house or other
commercial innkeeper) may be reimbursed to the maximum amount per night
established by the Committee.
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b) Rental accommodation
A senator may lease accommodation in the NCR and be reimbursed for the monthly
rent upon submission of a copy of the lease and proof of payment. The senator shall
attest on the annual Declaration of Primary and Secondary Residences form that:
•
•
•

the lessor is not a “family member” as defined in the Senate Administrative Rules;
the lease will not further the private interests of the senator or those of his or her
“family member”; and
no senator or his or her “family member” shall have an interest in a partnership or
private corporation that is a party to such lease under which the partnership or
corporation receives a benefit.

Senators who share an apartment where the lease is not in their name shall submit, in
lieu of a copy of the lease, a written explanation of the rental arrangement and proof
of payment (copies of cheques are not accepted as proof of payment).
c) Privately owned accommodation
A senator who owns a secondary residence in the NCR may be reimbursed an
allowance for private accommodation at a rate set by the Committee for each day
such residence is available for the senator’s occupancy, and providing that during
such time it is not rented to another person or claimed as an expense by another
senator. Proof of ownership is defined as a municipal tax statement. Other documents
will need to be reviewed by the Law Clerk’s office.
2.11.4 Meals and Incidentals
2.11.4.1 Meal and incidental expenses shall be reimbursed on the basis of allowance rates
established by the Committee.
2.11.4.2 Senators may claim for meals incurred while on travel status but shall only claim for
those meals for which there was no provision from another source paid for from public
funds.
2.11.5 Week-End Expenses
2.11.5.1 Senators shall only claim living expenses (commercial accommodation, meals, or
incidentals) for weekends if parliamentary functions were performed. In such cases,
commercial accommodation may be claimed for entire weekend and meals and
incidentals for the specific day(s) of the weekend on which the functions were
performed. The nature of the parliamentary functions must be specified on the travel
claim.
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2.12

Other Travel Expenses

2.12.1 Cancellation and Change Fees
2.12.1.1 Cancellation and change fees are reimbursable when incurred due to situations beyond
the senator’s control.
2.12.1.2 In situations where a traveller has the opportunity to cancel a reservation in sufficient
time to avoid cancellation fees but neglects to do so and is subsequently charged a “noshow” fee, such fees are not reimbursable.
2.12.2 Passports, Visas, and Inoculations
2.12.2.1 When a traveler is required to travel outside of Canada on Senate business, all costs
incurred to obtain a passport, visa(s), and inoculations shall be reimbursed. Such fees
are charged to the Senator’s Research and Office Expense Budget.
2.12.3 Travel Agency Booking Fees
2.12.3.1 Fees charged by travel agencies for booking travel arrangements shall be reimbursed as
part of the expense to which the fee relates.
2.12.4 Bottled Water
2.12.4.1 When travelling within Canada and/or the U.S.A., the cost of bottled water shall be
deemed to be covered by the incidental expense allowance and no additional
reimbursement will be made.
2.12.4.2 When travelling in other countries, the cost of bottled water shall be reimbursed upon
submission of receipts for reasonable quantities for health reasons.
2.12.5 Air Canada Maple Leaf Club Membership
2.12.5.1 Air Canada Maple Leaf Club memberships or fee for occasional access shall be
reimbursed, for Senators only, and charged to the Senator’s Research and Office
Expense Budget. Memberships shall not be reimbursed for alternate travellers.
2.12.6 NEXUS Membership
2.12.6.1 NEXUS membership shall be reimbursed, for Senators only, and the fee charged to the
Senator’s Research and Office Expense Budget. The cost inherent to the application
process is not eligible for reimbursement by the Senate. Nexus membership shall not
be reimbursed for alternate travellers.
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2.13

Travel to Washington, D.C. and New York City

2.13.1 Senators may use the 64-point travel system for trips to Washington, D.C. and to New
York City (for UN-related matters only) under the provisions for domestic travel but with
the following restrictions.
a) The travel must not include any international destination other than Washington, D.C.
or New York City.
b) The travel is restricted to senators only. Alternates may not claim expenses for travel
to Washington, D.C. or New York City.
c) The number of trips per fiscal year is limited to four trips of a maximum of four days
each. This is a combined total for both destinations.

2.14

Other International Travel

2.14.1 General
2.14.1.1 A very limited amount of international travel may be permitted under the 64-point
travel system in order to provide senators with the opportunity to participate in key
international activities directly related to their parliamentary functions where other
sources of funding are not available.
2.14.2 Restrictions
2.14.2.1 No senator may undertake more than one international trip per fiscal year under the 64point system and all international trips must be pre-approved by the Committee.
2.14.2.2 International travel provisions are restricted to senators only. The Senate shall not pay
for alternate(s) accompanying the senator or travelling internationally on their own.
2.14.2.3 The 64-point system shall not be used for international travel activities that are included
as part of the annual program of activities and budget of a Senate committee or a
parliamentary association. This travel shall be funded from the budget of the
committee or parliamentary association.
2.14.3 Application for International Travel
2.14.3.1 Senators wishing to use the 64-point travel system for international travel shall submit
an application to the Committee at least 30 days prior to the departure date of the trip.
Applications submitted after this date will only be considered by the Committee in
exceptional circumstances beyond the requesting senator’s control.
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2.14.3.2 The application will provide details about:
a) the purpose of the trip;
b) how the proposed itinerary relates to the work that the senator is doing in the
Senate; and
c) an estimate of expenses. The cost estimate is to be validated by the Finance
Division prior to being reviewed by the Committee.
2.14.3.3 Applications for international travel will be considered by the Committee and will be
evaluated on the basis of the following:
a) the extent to which the trip is related to current issues and which are of some benefit
to the Senate;
b) the extent to which the requesting senator’s objectives can reasonably be achieved
by this trip and whether or not subsequent trips will be necessary;
c) whether or not there is a more cost-effective method of achieving the objectives of
this trip (e.g. videoconferencing or on-line research);
d) the Canadian public interest value of the trip;
e) the value of the trip in terms of benefit to a foreign country; and
f) the benefits of the trip in terms of the requesting senator’s professional
development.
2.14.4 Reporting
2.14.4.1 Senators shall, within 30 days of completion of the international travel, submit a
detailed report to the Committee. The report shall include the objectives of the travel,
the meetings held, achievements, costs, and next steps.
2.15

Parliamentary Association Travel

2.15.1 General
The 64-point travel system shall not be used for parliamentary association travel except
as provided for in (a) and (b) below:
a) Class Upgrades
When the selected class for air travel with a parliamentary association is economy
class, Senators may upgrade to business class and have the cost differential
reimbursed under the 64-point system. One half (0.5) point is charged for each
upgrade.
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b) Living Expenses
When a senator is travelling on a parliamentary association trip for which the
association is only paying the transportation expenses, living expenses incurred while
travelling may be reimbursed under the 64-point system. Points are charged at one
half (0.5) the rate that would apply to a national trip.
c) Travel to Parliamentary Association travel departure points
When it is planned for all participants in a parliamentary association trip to leave
from the same Canadian departure point, travel within Canada to arrive at that
departure point may be charged to the 64-point travel system if it is not covered by
the parliamentary association budget.
2.16
2.16.1

2.17
2.17.1

2.18

Committee Travel
The 64-point travel system shall not be used for committee travel. However, when a
senator is required to travel from one location in Canada to the Canadian departure
point for a committee trip, travel to the departure point may be charged to the 64-point
system as either a regional or a regular trip, whatever the case may be.
Other Government Travel
When travel is being undertaking on behalf of a federal government department and
paid for by that department, travelers shall submit their expense claims directly to that
department. The provisions of this policy shall not apply and travelers shall be
reimbursed in accordance with Treasury Board guidelines or other arrangements agreed
to by the department.
Travel Expense Claims
Travel expense claims under the 64-point system shall be submitted to the Finance
Division within sixty (60) calendar days after the completion of a trip. A separate
claim shall be submitted for each trip undertaken where expenses have been incurred
and for each person claiming reimbursement. When a senator is traveling with the
designated traveler and/or dependent child, a single travel expense claim might be
acceptable. However, in all instances where the designated traveler and/or dependent
child is claiming reimbursement for the use of a privately owned vehicle, a separate
claim is required.
Each travel expense claim shall identify the name of the traveler, his or her relationship
to the senator, the itinerary, dates of travel, purpose for the trip, and details of expenses
being claimed. Appropriate supporting documentation shall accompany the claim or, in
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the case of confidential information (see below), retained in the senator’s office for
future reference.
Where the traveler is the senator, the senator’s designated traveler, or a dependent
child, the expense claim shall be signed by the senator, certifying that the expenses are
in accordance with subsection 63(1) of the Parliament of Canada Act.
Where the traveler is an alternate other than a designated traveler or a dependent child,
the claim shall be signed by both the traveler and the senator.
2.18.1 Supporting Documentation
2.18.1.1 Supporting documentation is a key element of any sound expenditure management
framework and serves to demonstrate that expense claims are accurate, valid, and
compliant with policies, rules, and regulations.
2.18.1.2 Supporting documentation can take different forms, depending on the nature of the
claim or the expense, with the most common types associated with travel claims being
original receipts, boarding passes, ticket stubs and E-tickets.
2.18.1.3 Submission of supporting documentation with travel expense claims:
a) Mandatory documentation
Unless otherwise indicated in this policy, all expenses shall be supported and
receipts must be originals. Debit or credit card slips, post-dated receipts and copies
of cheques are not considered a sufficient proof. The following supporting
documentation, as appropriate, shall be submitted with the travel expense claim:
•
•
•
•
•
•
•
•
•
•
•

Hotel receipts
Car rental receipts
Gas receipts when using a rental car
Taxi receipts when the fare exceeds the threshold established by the Committee
Boarding passes
Cancellation and change fees information
E-tickets
Receipts for VIA Rail upgrades and VIA Rail tickets
Receipts for miscellaneous transportation expenses such as parking, tolls, ferries
and bus fares
Print-out of road travel itinerary using any suitable mapping application (e.g.
google maps, map quest, etc)
Requirements related to usage of flight passes (see section 2.9.1)
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It should be noted that when Senate-related travel is combined with private business
or personal travel, supporting documentation should clearly differentiate between
the two in order to establish the amounts that are reimbursable. Senators should
contact the Finance division for advice on the best type of documentation to
obtain prior to undertaking the trip (i.e. quotes for air travel without the personal
component included).
b) Optional documentation
Optional documentation includes items which support other aspects of the claim
such as the purpose of travel or proof of travel when the claim is limited to
kilometres for a personal vehicle. Although it is not necessary to submit such
documentation along with the travel claim, doing so provides senators with the
following benefits:
•
•

Finance staff will be better able to review the claim and provide guidance to
senators in terms of compliance with policy requirements;
Files that are well-documented and complete provide a higher level of
transparency and minimize the potential that senators will face undue scrutiny
during audits and reviews.

Examples of optional documentation include such things as conference agendas,
invitations, newspaper advertisements for events attended, and receipts for vehicle
expenses incurred when using a personal vehicle.
2.18.2 Retention of Optional Documentation in Senators’ Offices
2.18.2.1 In order to respect the need for confidentiality in certain situations, senators may wish
to retain details about the purpose of a particular trip in their offices rather than
submitting the information along with their travel expense claims. In such cases,
supporting documentation shall be retained for a minimum of seven years and
maintained in such a way as to ensure ease of retrieval and inspection in the event of an
audit or other review.
2.18.3 Lost, Destroyed, or Unobtainable Receipts
2.18.3.1 In the event of a lost, destroyed, or unobtainable receipt, travellers shall submit a
declaration (a written signed statement is available from the Finance division) attesting
to and listing the expenses for payment without receipt. The submission of declarations
in lieu of receipts should only occur on an exceptional basis.

24

2.18.4 Late Travel Claims
2.18.4.1 Claims received by the Finance division later than sixty (60) calendar days after a trip
shall be returned to the senator, unpaid, for submission to the Steering Committee for
approval. The claim will only be paid once approved by the Steering Committee.
2.18.4.2 For the purpose of this sixty-day claim period, travel claims must be complete to be
considered as “received”. In other words, all supporting documentation and
justifications have been submitted within the time limit.
2.19

Monitoring and Reporting

2.19.1 Claims Verification
2.19.1.1 All travel expense claims shall be verified by the Finance division prior to any
reimbursement being processed. Finance verification shall include confirmation that all
expenses claimed are in compliance with this policy and that mandatory documentation
has been submitted.
2.19.1.2 Should unusual travel activity or patterns emerge, these travel claims shall be brought
to the attention of the Steering Committee for consideration and further verification if
necessary. In such instances, finance staff may be directed by the Committee to request
from the senator documentation that substantiates the parliamentary nature of the travel
for a more comprehensive review.
2.19.2 Internal Audits
2.19.2.1 Senators’ travel expense claims may be subject to internal audit. In the event that an
audit is initiated, the auditor shall be granted full access to claims and supporting
documentation.
2.19.3 Reporting
2.19.3.1 Internal Reporting
The Finance division shall provide each senator with reports detailing travel expenses
incurred, the number of travel points used and remaining, as well as the amount of
funds remaining in the senator’s budget for living expenses in the NCR.
2.19.3.2 Public Disclosure
Total travel expenses (charged to the 64-point system and to the Living in the NCR
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budget) shall be reported publicly on a quarterly basis. Expenses shall be summarized
by senator and include claims for all travellers (senators and alternates).
Public disclosure of any further details regarding travel expenses for any one senator
shall be at the discretion of the senator in question.
Total travel expenses shall be reported annually in the Public Accounts of Canada.
3. ROLES AND RESPONSIBILITIES
3.1

The Standing Committee on Internal Economy, Budgets and Administration
The Standing Committee on Internal Economy, Budgets and Administration (or one of its
Subcommittee’s delegated to do so) shall be responsible for:
•
•
•

3.2

approving the provisions of this policy and any amendments thereto;
considering and making decisions on travel matters that require the Committee’s
approval under the terms of this policy; and
taking appropriate action in cases of non-compliance with this policy.

Senators
Senators shall be responsible for:
• ensuring that decisions to incur travel expenditures are made with due regard to the
need, frequency, cost and purpose as it relates to their parliamentary functions;
• familiarizing themselves, and their alternates, with the provisions of this policy and any
related guidelines and procedures;
• ensuring that travel arrangements and expenditures are consistent with the provisions of
this policy;
• implementing effective procedures within their own offices to facilitate the application
of this policy in relation to their own travel and the travel of their alternates; and
• completing and submitting travel claims within 60 calendar days after completion of
the travel, ensuring that all necessary supporting documentation is provided.

3.3

Clerk of the Senate
The Clerk of the Senate shall be responsible for:
•
•
•

ensuring that this policy is complied with, kept up to date, and appropriately applied;
ensuring that the Committee is kept apprised of any concerns and risks; and
ensuring that travel matters requiring Committee approval are brought to the
Committee in a timely manner.
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3.4

Finance and Procurement Directorate
The Finance division of the Finance and Procurement Directorate shall be responsible
for:
• providing advice and guidance to senators and their staff in relation to the provisions of
this policy;
• developing and implementing effective guidelines, procedures, systems, forms, and
reports to facilitate the application of this policy;
• verifying travel claims, ensuring compliance with all policy provisions, and processing
claims for payment;.
• ensuring that the Clerk of the Senate is made aware of concerns and risks related to
travel under the 64-point system; and
• recommending policy amendments as required.

4. REFERENCES
4.1

Related Policies and Guidelines
This policy should be read and applied in conjunction with the following:
•
•
•
•
•

4.2

The Senate Administrative Rules
The Corporate Credit Card Policy
The Research and Office Expenses Guidelines
The Financial Management and Policy Guide for Parliamentary Associations
The Taxi Policy

Forms
Forms related to this policy are included as appendices:

5. APPENDICES
APPENDIX A – Examples of travel purposes
APPENDIX B – Travel Allowances Rates
APPENDIX C – Travel Expense Claim Form
APPENDIX D – International Travel Application
APPENDIX E – Declaration of Primary and Secondary Residences
APPENDIX F – Designated Traveller and Dependent Children Annual Declaration
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Appendix A
Example of travel purposes
The table below lists examples of travel typically carried out by senators and their alternates,
specifying whether or not the trip is eligible for reimbursement under the 64-point travel system.
Although the list is not exhaustive, it can nonetheless serve as a useful guide to senators and staff in
determining whether or not a particular trip meets the intent of the 64-Point Travel System (i.e. to
fund travel incurred in the service of the Senate) and therefore reimbursable from Senate resources.
The travel activities are categorized as being “fully funded”, “funded with restrictions” or
“unfunded”. These terms are defined as follows:
Fully Funded
Trips that are “fully funded” are those that may always be claimed against the 64-point system as
long as points remain available for that fiscal year and all requirements of this policy are met.
Funded with Restrictions
Trips that are “funded with restrictions” are those that may be claimed against the 64-point system
but which have certain restrictions placed upon them such as a limited number of points or trips per
year or the need for prior approval by the Steering Committee. The restrictions are explained in the
relevant sections of the policy.
Unfunded
“Unfunded” trips are those which may not be claimed against the 64-point system under any
circumstances. Although there may be instances where the activities undertaken during these trips
constitute “public business” for the purpose of the Senators’ Attendance Policy, they are not
considered to be parliamentary functions for the purposes of the 64-point Travel System and
therefore not eligible for reimbursement.
Purpose of Travel
SENATORS
1
Between the senators’ province or territory and the NCR to
attend Senate sittings, committee meetings, and/or to carry out
other parliamentary functions.
2
Participation in party activities that are related to the work of
the Senator or the Senate and its proceedings.
3

Participation in party activities that are purely partisan matters
such as election activities.

Fully
Funded

Funded with
restrictions

Unfunded

√
√
√
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Purpose of Travel
4
5
6
7
8
9
10

11
12
13
14
15
16
17
18

19
20

To receive an honorary degree, award, medal or other similar
honour in recognition of Senate work and parliamentary
accomplishments.*
To receive an honorary degree, award, medal or other similar
honour in recognition of life-time achievements not directly
related to Senate work.
“Life events” of friends and family members: weddings,
anniversary celebrations, hospital visits, birthdays,
graduations, etc.
Funerals of dignitaries, senior government officials,
parliamentary colleagues, and other VIPs.
Funerals of friends and family members (other than those
included above)
Community events such as festivals, BBQs, parades.
Speaking engagements on topics related to Senate work or of
public interest whether attending as an invitee or upon own
initiative and receiving no additional remuneration from a
source outside of the Senate.
Speaking engagements on topics of personal interest to the
senator whether attending as an invitee or upon own initiative.
Speaking engagements on any topic for which the senator is
receiving additional remuneration from a source outside of the
Senate.
Participation in Parliamentary Friendship Group activities
Speaking engagements or attendance at fundraising events
other than those organized by the Senate.)
Attendance in charity and other volunteer work.
Attendance at book launches, art exhibits, theatre
performances, concerts, etc in support of artists, writers, and
performers.
Attendance at training sessions, seminars, or conferences
related to the senator’s professional qualifications and/or
personal interest but not related to Senate work.
Reuniting with dependent children and/or designated traveller
at a location other than the senators’ primary residence or in
the NCR (summer cottage, 3rd residence, vacation
accommodation, child’s university)
Travel for personal reasons such as vacations, sight-seeing
excursions, sporting events, etc.
Meetings and activities related to the senator’s business or
private interests (e.g. board of directors’ meetings of
companies or charitable organizations; meetings with clients,
suppliers, and other stakeholders; etc.)

Fully
Funded

Funded with
restrictions

Unfunded

√
√
√
√
√
√
√
√
√
√
√
√
√
√

√
√

√
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Designated travellers
21
Between the senator’s province or territory and the NCR.
22
Accompanying the senator on official Senate business
(committee travel, parliamentary association travel, meetings,
etc) outside of the NCR or the senator’s province or territory.
Travelling outside the senator’s province or territory without
the senator, other than trips to the NCR
23
Travelling within the senator’s province or territory with the
senator.
24
Travelling within the senator’s province or territory without
the senator.
Dependent children
25
Travelling between the senator’s province or territory and the
NCR, when the Senator is present.
26
Accompanying the senator on official Senate business
(committee travel, parliamentary association travel, meetings,
etc) outside of the NCR or the senator’s province or territory.
27
Travelling within the senator’s province or territory, with or
without the senator.
28
Travelling outside the senator’s province or territory, with or
without the senator
Staff members
29
Accompanying the senator or travelling alone on official
Senate business between the Senator’s province or territory
and the NCR or within the Senator’s province or territory.
30
Travelling, other than between the NCR and the Senator’s
province or territory, with the senator.
31

Travelling, other than between the NCR and the Senator’s
province or territory, without the senator

32

Travel by staff working in the Speaker’s office, the Leader of
the Government or the Leader of the Opposition’s office
within Canada on parliamentary functions

√

√ (Note 1)

√
√
√
√
√
√

√ (Note 2)

√ (Note 3)
√
√

Note 1: limited to six (6) points per fiscal year
Note 2: limited to eight (8) points per year fiscal, per Senator
Note 3: limited to two (2) points per fiscal year, per Senator (Points shall not be used for travel
related to committees, other than to provide support to the Chair or Deputy Chair of a travelling
committee).
* Convention or entrance fees to galas will not be funded.
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Appendix B

For International Travel, please refer to the following: Travel Directive,
Appendix D - Allowances - Module 4 - Effective April 1, 2012
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Appendix C
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Appendix D
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Appendix E
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Appendix F
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