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This policy outlines the guidelines for claiming expenses, including travel, food, and per
diems, incurred during the course of union work on behalf of the Vancouver Island
University Faculty Association (VIUFA). VIUFA members are entitled to reimbursement for
necessary and reasonable expenses incurred while performing union duties, in accordance
with the rates established by Vancouver Island University (VIU) and the Federation of
Post-Secondary Educators (FPSE), depending on the nature of the work.

Alternatively, arrangements can be made for certain approved expenses to be purchased
by VIUFA, by submitting a purchase request to the VIUFA Office Manager and the
Secretary-Treasurer.

1. Eligibility for Reimbursement

Expenses that are eligible for reimbursement must be directly related to union work as
directed by the VIUFA Executive and/or the VIUFA Table Officers, and must align with
VIUFA's policies on expense reimbursement. This includes travel for union meetings,
conferences, and events, as well as per diem for meals, lodging, and other incidental costs
incurred during the course of union duties.

VIUFA will reimburse members based on the rates and schedule established by Vancouver
Island University, as outlined in VIU’s Financial Services Expense Guidelines (available
here).

2. Travel and Transportation

Travel expenses, including mileage, public transit, taxis, or airfare, will be reimbursed at
the rates outlined in the VIU Financial Services Expense Guidelines. Mileage is
reimbursed at the standard rate per kilometer for personal vehicle use, while other modes
of transport will be reimbursed based on the actual costs incurred, with receipts required.

For air travel, economy class is to be used whenever possible. A higher class than economy
is permitted only in special circumstances with approval of the VIUFA Executive. Payment
or reimbursement of air travel must be supported by the original ticket or electronic ticket


https://employees.viu.ca/financial-services/additional-guidelines-reimbursement

showing the actual flight price together with the invoice, net of any rebates, refunds, or
discounts, or confirmation of payment from the travel agent, where appropriate.

3. Meals and Per Diems

For meal expenses, VIUFA will adhere to VIU’s per diem rates for meals, based on the
guidelines set by the employer (available here). Any claims above the prescribed daily per
diem rates must be approved by the union Executive. Pre-approval may be available if
submitted in a timely manner.

4. Federation of Post-Secondary Educators (FPSE) Work

Work performed for FPSE is considered external to the VIUFA's internal operations. As
such, any expenses related to work done for FPSE, including travel, meals, and lodging,
must be claimed directly with FPSE according to their reimbursement rates and guidelines.
VIUFA members should refer to the FPSE Expense Reimbursement Form (available here)
for detailed instructions on how to claim these expenses.

5. Expense Documentation

All claims must be supported by appropriate documentation, including receipts for travel,,
lodging, and any other reimbursable costs. Claims should be submitted to the VIUFA
Secretary-Treasurer for review and processing. Claims that are incomplete or do not
adhere to the outlined guidelines may be returned for correction or clarification.

By adhering to these guidelines, VIUFA ensures fair and consistent reimbursement
practices that support the efficient operation of the union while maintaining transparency
and accountability in the use of union funds.


https://employees.viu.ca/financial-services/additional-guidelines-reimbursement
https://fpse.ca/sites/default/files/imce-uploads/FPSEExpenseForm%20Sept2023.pdf
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