
 

 

 

Speaker Travel Expense Policy 
 

1) Air travel must be booked at least 28 days in advance of the travel date at the ‘best rate’ available. 

Business-class travel is not permitted, unless the difference in air fare is covered by the speaker. 

2) If flying from a location other than the speaker’s ‘home base,’ please discuss with the event 

coordinator prior to booking flights, as only partial costs may be reimbursed.  

3) Travel from a speaker’s place of business or home to/from the airport will be covered to a maximum of 

$50.00 each way when supported by receipts. Mileage/Kilometers will be paid at a rate of $0.50 USD 

per mile or $0.45 CDN per kilometer.    

4) The event coordinator, at the rate approved by the Association, will book standard accommodation 

at the hotel or facility chosen for the event.  Upgrades can be requested; however, the difference will 

be at the expense of the speaker. Changing hotels without notice will result in a ‘no show’ charge to 

the speaker. 

5) Accommodation will be covered for the travel day plus the number of days the presentation is being 

made. Incidental charges (i.e. movies, Wi-Fi, mini bars, phone charges, etc.) will not be covered. Extra 

days accommodation is the responsibility of the speaker.   

6) Ground transportation within Manitoba will be paid at a rate of $0.45 per kilometer.  Vehicle travel for 

out-of-province speakers will be paid the equivalent of the lowest-cost return airfare calculated by the 

Association no less than 28 days prior to the event.  

7) Meal costs and gratuities, excluding alcohol, will be reimbursed when supported by receipts to a daily 

maximum of $85.00. In circumstances where receipts are not available, meals will be reimbursed at a 

rate of: $20.00 breakfast, $25.00 lunch, $40.00 dinner.  Only claim meal costs if they are not included in 

the function you attend.  Travel day meals reimbursement is a maximum of $65.00 per travel day. 

8) Ground transfers from the airport to the event/hotel will be covered and can be made using regular 

taxi service or shuttle, but excludes limousine. 

9) Speakers will be provided with a pass that provides access to all related event functions. Other 

activities will be by invitation.  

10) Travel costs for an accompanying spouse are not covered. Accompanying spouses may attend event 

functions at no charge, providing space is available. Other activities will be by invitation.  

11) Other charges – please obtain prior approval for expenses other than shown above. 

 

All items must be supported by receipts with the exception of the above-noted meals 

 

Other items not covered: 

 Alcohol 

 Daily charges above set policy  

 Personal items 

 Payment for a third party, i.e. assistant, unless pre-approved

 


