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Mareh 12,2014

Mr. Quincy Smith

Chair, Travel Alberta Bourd of Directors
400, 1601 — 9 Avenue SE

Calgary, AB T2G 0H4

Déar Mr. Smith:

Further to our telephone call of March 10%, [ would like to reiterate my expectation that Travel
Alberta, in their role as a Provincial Crown Corporation, adheres.to the policy outlined by the
Public Disclosure of Travel and Expenses Directive under-the Financial Administration Act.

In your to18.as Chair of Travel Alberta’s Board of Ditectors, I am directing you to:engage-an
independent third partywho will conduct a full review of Travel Alberta’s travel and expenses
dating back to September 5, 2012,

As 1 have stated publicly, if this review indicates any inappropriate expenses have been claimed, I
expect they will be reconciled and that Travel Alberta will bé in full compliance going forward.

It is critical that Travel Alberta obtainan expedient and accurate assessment. I expect Travel

Dr. Richard Starke
Minister
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April 30, 2014

Honorable Dr. Richard Starke,

Minister Tourism, Parks and Recreafion,
Government df Alberta,

229 |_egisiature Building,

Edmonton, Alberta

T5K 2B6

Dear Minister:

We are responding to your letter of March 12, 2014 to Quincy Smith, Chair, Travel
Alberta regarding travel and expenses of senior officials of Travel Alberta,

As you requested, upan receipt of your letter, Quincy Smith, on behalf of Travel Alberta
immediately engaged Ernst & Young LLP to undertake a review of the travel and
expenses of senior officials. Enclosed please find a copy of the Ernst & Young Report
dated March 28, 2014. On March 31, 2014 Quincy Smith and myself as the incoming
Chair, reviewed the report and discussed actions that we would take.

As you are aware, | was appointed Chair, Travel Alberta effective April 1, 2014. On
April 1 & 2, 2014 | attended the Travel Alberta offices to discuss the report with Senior
Management and Steve Glover, Vice Chair and Chalr, Travel Alberta Audit Committee.

Effective April 1, 2014 Travel Alberta implemented the following:

= Kilometer reimbursement rate per kilometer o follow the Government of
Alberta rate schedule rather than the Revenue Canada rate.

» Wiritten travel authorities to be in place for travel outside of Canada.

* Implement Alberta Gazette reporting where required.
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In addition to the immediate actions we reviewed the Trave!, Meal and Hospitality
Expense Policy. After the immediate review of the report we called a Board of Directors
mesting for Aprit 7, 2014. The agenda was to review the Ernst and Young Report and
review the draft of the Travel Alberta Travel, Meal and Hospitaiity Expense Poficy. Upon
consideration the Board requested that the Travel Alberta Governance Commitiee
review the draft of the Travel, Meal and Hospitality Policy. The Governance Commitiee
met and reviewed the Policy. There are a couple of outstanding items far review with
the Secretariat of the Agencies, Boards and Commissions. The Governance Committee
will be meeting again on June 2, 2014 to finalize the Policy and when it is compieted we
will fomrard yau a copy.

We can report other actions as well stemming from the Ernst and Young Report and of
other comments coneerning the spending of Travel Alberta.

. The 62 expenses not disclosed at the implementation of the expense
disclosure policy in September 2012 have been disclosed.

» The five occasions of alcoholic beverages included in the expense claim
totaling $205.58 has been reimbursed io Trave] Alberta. '

» The “$99.00 steak” was a menu item that was shared by three individuals
at the dinner.

+« The §150.00 rental of a tuxedo has heen reimbursed to Travel Alberta.

+ The Business Class Calgary to Singapore return was within the Travel,
Meal and Expense Policy which authorizes Business Class Travel
exceeding eight hours of direct flight time. The Chair, Chair of the Audit
Commitiee and CEO also believed that it was worth the investment. We
were combinihg two senior positions in the position of Vice President
Operations & CFO and it was most nmporiant that we hired the right
person for this position.

* We will be engaging a further independent review to continue the review
of expenses for fiscal year 2013/14 for all Travel Alberta team members
to ensure that policies and processes are adhered to in all instances.

We can assure you that any inconsistencies within our process were inadvertent. We
are committed to being 100% compliant with our policy and procedures.
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Traved Alberta is dedicated o being the preeminent Provincial Marketing Organization
(PMO) in Canada. We have made great strides within our first five years and in fact, are
now looked upon by the other PMO’s as a leader in Canada. Tourismi marketing is very
competitive throughout the world and Travel Alberta will continue to build relationships
with Tour Operators, Meeting Planners, Airlines, etc. throughout the world to meet the
target of $10.3 Billion in tourisrm economic impact within Alberta by 2020.

We look forward to clatifying and discussion anything within this report. Please do not
hesitate to contact us.

Yours Truly,

TRAVEL ALBERTA

Rick Lelacheur,

Chairman

cC Trévei Alberta Board of Direciors

‘Bruce Okabe, President & CEO, Travel Alberta
Sandip Lalli, VP Cperations & CFO, Travel Alherta

Karen Zoitenko, Office of the Auditor General
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Mr. B.A.R Smith 29 March 2014
Travel Alberta

400, 1601 9 Avenue SE |
Calgary, AB T2G OH4

Advisory Service

Dear Mr. Smith:

The attached report sets out the scope of our work, our approach, the work we performed,
and the basis of our conclusiens,

We understand that this report wilt be shared with Dr. Richard Starke, the Alberta Minister of
Tourism, Parks and Recreation.

Yours truly,
ERNST & YOUNG LLP

Robert J. Taylor, FCA, CIRP
Direct Line: 4032337112




e

Report on the Investigation of Travel, Meal and
Hospitality Expenses

Travel Alberta

March 29, 2014

Building & bhettar Ernst & Young | 2

werking world



L0 INTRODUCTION v ovenmvemmsimensnsssismirivosessssnssrasasionss

1.1 SCOPE OF WORK +orvvemsrevnimesnisrinnins
1.2 SCOPE LIMITATIONS. c0viivne

1.3 RESTRICTIONS GN USE OF THIS REPGRT 1urnrserrissrsisresssesrassssssisisisnresivssiissinssasiasssseassasast saras ssmes issasars assesrasaressns

2.0 MATERIALS REVIEWED oottt inss et smss s sisssssarsssssssas ses s sres s resssssss ans st ssanams s nbas s senss sissnmnssn eas .

2.1 DOCUMENTATICN AND INFORMATION RELIED UPON 1 uuesisrnrntersiestsinsssssirsmintiess eiosiossiasstsssnsntisasss s ssesssnassssoneasnass

3.0 METHODOLOGY Lottt imn s esmsseacsenases s e an s s smbses ke e sR TS T AR SRS R SAER S FRRRS AR BB SO E 4B SRR eSS 2R E 00

4,1 TRAVEL ALBERTA EXPENSE POLICY woueiceerieeceisctacte st smesesiasnessssssbersssanross snsesssssassssnseseesaststoss sessesesans e semtasenssasssmnes

4.2 DISCLOSURE POLICY it ceeeeeeemiae e vesresermrme s ssnse e avssssassensspserass . .
4.3 GOVERNMENT EXPENSE PIOLICY uoctirrit ererosnoesstnseeinscacnannsiosss esessss enaseressensessaas o 1s1a1abosi 101044 asontasesssarasnsons

e o

M

5.0 CONCLUSIONS & RECOMMENDATIONS svucicssssarssasssrermscrmsaisntmmisusmssenismssmaissmmsmsiessssabosssesbisosssmssnsrinssins 3

Appendi_ces:
Appendix 1 - Travel Aloerta Travel Policy

Appendix 2 - Public Disclosure of Travel and Expense Policy
Appendix 3 - Alberta Government Travel, Meal and Mospitality Expense Policy

Travel Atberta Report




1.0 introduction ' . | 1

(n March 2014, the Alberta Minister of Tourism, Parks and Recreation requested that Travel !
Alberta engage an independent party to investigate travel, meal and hospitality expenses ‘
incurred by Travel Alberta directors and executive staff members since September 20, 2012

in connection with thase Travel Alberta expenses required to he reported under the Freedem

of Information and Protection of Privacy Act (FOIP),

As a result of this direction, Travel Albérta engaged Ernst & Young LLP ("EY") to conduct
such investigation.

1.1 Scope of work

Based on our discussions with Travel Alberta, the specific objectives of the investigation were
to examine:

The travel, meal and hospitality expenses ("Expenses”) incurred directly by Travel
Alberta Board Members and Executives during the period September 20, 2012 to
January 31, 2014 inclusive; and

To determine if such Expenses at the time they were incurred complied with Travel
Alberta’s travel policy and whether such Expenses also complied with the Government
of Alberta's trave!, meal and hospitality expense policy.

1.2 Scope Limitations

We have not attempted to audit the records of Travel Alberta and have relied on the
documentation and information provided to us from Trave! Alberta in determining the
expenses and payments that were included in our investigation. ‘

1.3 Restrictions on Use of this Report

Although this report has heen prepared solely for the use of Travel Alberta, EY understands
that Travel Alberta may release this repart to the genieral public. EY assumes no responsibility
or liabillty for losses occasloned to any party as a result of circulation, publication,
reproduction or use of this report.

This report is based on our review of the documents available fc date as described in this
report. In the event further documents or other information bacome available that couid
impact our findings, we reserve the right to review such records and reconsider and amend
the findings set out in this report.
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2.0 Materials Reviewed

2.1 Documentation and information relied upon
In performing this investigation we have relled on the foliowing:

Original copies of expense reparts submitted by both Travel Alberta Board Members
and Executives ("Expense Reports™);

Online public disclosures for both Travel Alberta Board Members and Executives;

The Alberta Government Travel, Meal and Hospitality Expense Policy established
September 20, 2012 ("Government Expense Policy™);

The Travel Alberta Travel Policy established December 8, 2009, revised December 17,
2010 (effective February 1, 2011) and further revised on February 26, 2013 ("Travel
Alberta Expense Poiicy™,

A comparison of the Travel Alberta Expense Pollcy and the Government Expense Policy
prepared by Travel Alberta Executives;

The Government of Alberta's Public Disclosure of Travel and Expense Policy
(“Disclosure Policy™); and ;

Information provided by the Vice President, Operations and Chief Financial Officer
("WPO/CFO") of Travel Alberta.

3.0 Methodology

In completing this investigation we performed t'he following tasks:

Discussions with the VPO/CFO, to understand the nature of the Expenses incurred by
Travel Alberta Board Members and Executives;

Examined the supporting documentation provided by Travel Alberta to understand the
nature of the expenses and the types of docurnentation available in support of the
Expenses;

Reviewed online disclosuras of the Expenses incurred by Travel Alberta Board Members
and Executives to ensure that all items from the Expense Reports requiring disclosure
under the Disclosure Policy were captured and posted online;

Evatuated whether Expenses incurred by and reimbursed to Travel Alberta Board
Members and Executives were in accordance with the Travel Alberta Expense Poiicy;
and

Where differences in expense policy existed between the Travei Alberta Expense Policy
and the Government Expense Policy, assessed whether Expenses were incurred in
accordance with the Government Expense Policy.
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4.0 Detailed Findings

Inthe Sections that follow we discuss the detailed findings from our investigation.

4.1 Travel Alberta Expense Policy

EY identified instances where Travel Alberta Executives and Board Members were not always
compliant with the Travel Alberta Expense Policy. A summary of the Expenses which were
not in compliance with the Travel Alberta Expense Policy is as follows:

Detailed Receipts~ 20 Expenses did hot have a detailed receipt as reguired; however, a. .
credit card receipt was present. These expenses generally relate to lunch meetings and i
have a total value of $1,660.23; ' l

Hotel Receipts - 27 Expenses related to hotel Involces did not include detailed receipts
for food and beverage charges incurred at the hotel. The value of hotel food and
heverages charges without a detalled receipt totals $1,722.85;

Mileage - The miteage rate referred to in the Travel Alberta Expense Policy pursuant fo
a Canada Revenue Agency web address indicates a specified rate of $0.515. This rate
appears to be for individuals living in remate locations throughout Aftberta and likely
should not apply to Travel Alberta Executives and Board Members, The mileage rate
generally claimed by Travel Alberta Executives and Board Members was $0.53 per
kitometer travelled (which is the more broadly used mileage rate throughout Canada
posted on the Candda Revenue Agency website). A total of 69,805 kilometers were
expensed by Travel Alberta Executives and Board Members at the rate of $0.53 per .
kilometer travelled. The expense difference between the mileage rate used and the
Trave! Alberta Expense Policy rate totals $1,047.07;

Written Travel Approvals - There were two Instances of international travel which did
not have supporting written approvals as required; and

Aicoholic Beverages - Alcoholic beverages are not allowed to be expensed unless there
are exiernal event attendees. There were five occasions where alcoholic beverages
were expensed when all event attendees were internal to Travel Alberta. The cost of
the alcoholic beverages on these occasions totaled $205.58.

4.2 Disclosure Policy

Based on the procedures performed, EY identified certain Expenses requiring clarification in
respect of public disclosure, EY met with the VPO/CFO to obtaln additional Information with
respect to these Expenses. Where it was unclear based on the nature of the expense whether
certain Expenses required disclosure under the Disclosure Poticy, EY relied on the
representations of the VPO/CFQ with respect to the nature of the expense and required
disclosure. Based on our understanding of the Disclosure Policy it appears alt Expenses
requiring disclosure were disclosed other than these items noted below:

Travel Alberta Report




There were 51 Expenses where receipts were missing; however, there was a written

statement signed by the claimant and the approver attesting the expense was incurred,

related to Trave! Alberta business, the expense had not been claimed previously and a

reason explaining why the receipt was missing. This practice is; however, in compliance |
with the Government Expense Pollcy. 12 of these expenditures do not require a receipt |
or a written statement pursuant to the Government Expense Policy; however, the

Disclosure Policy does not mentton this provision;

There were 15 Expenses having very minor differences between actuat amounts
expensed and the amounts disclosed. For example, alcohol was deducted from the
expense report and not reimbursed; however, the full amount of the receipt was
publicly disclosed;

There Is one instance where Expenses disclosed online did not includ‘e detailed backup
support such as receipts; however, the expense report provides detailed backup as
reguired; and

62 Expenses were not disclosed totaling $14,367.72, It appears the non-disclosure
was inadvertent and was a disclosure implementation matter as the majority of the
non-disclosed Expenses occurred at approximately the same time as the Disclosure
Policy was implemented.

4.3 Government Expense Policy

There are instances of Expenses which met the Travel Alberta Expense Policy but did not
conform to the Government Expense Policy. In discussing the two expense policies with
Trave! Afbarta, Travel Alberta advised It was unaware that it was required to adhere to the
Government Expense Policy rather than the Travel Alberta Expense Policy. There are
instances where the Travel Alberta Expense Policy is more rigorous than the Government
Expense Policy. For example, the Government Expense Policy allows business class travel for
domestic flights exceeding four hours whereas the Travel Alberta Policy does not altow
business ¢lass travel far domestic fllghts unless travel time exceeds eight hours.

A summary of the Expenses that did not meet the Government Expense Pallcy is as follows:

Working Session Pre-Approval - The Government Expense Policy specifies that
“Warking Session" events in excess of $1,500.00 require pre-approval, prior to
incurring the expense, of an Approver and such approvals may not be given by a
deputy head's designate. The Travel Alberta Expense Policy does not incfude a
reguirement for pre-approval of such events. Travel Alberta had 13 Working Session
events costing more than $1,500 over the Expense period reviewed by EY. While no
speclfic written approvals for the Working Session events were provided to EY, the
Trave! Alberta CEO approved of the Working Session events and Travel Alberta belleves
it complies with the Government Expense Palicy;
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Hospitality Expense Pre-Approval - The Government Expense Policy specifies that
"Hospltality” events in excess of $600.00 or those involving the serving of Alcohol
require pre-approvat of a Minister, Associate Minister or deputy head prier fo incurring
the expense. The Travel Alberta Expense Palicy does not Include a requirement for
pre-approval of such events. in discussing this matter, Travet Alberta advised EY that
although there were no specific written approvals, the Travel Alberta Vice-President of
Marketing & Communications is aware of all Hospitality events hosted hy Travel
Alberta; and

Mileage - The Government Expense Policy specifies that the appropriate rate to claim

“mileage expenses is $0.505 per kilometer travelied. The Travel Alberta Expense Policy
for mileage expenses is $0.515 per kilometer travelied. Based on total of 69,805
kilometers expensed by Travel Alberta Executives and Board Members the expense
difference between the two policies is $698.05.

5.0 Conclusions & Recommendations

EY's examination of the Travel Alberta Expenses for the period September 20, 2012 to
January 31, 2014 inclusive did not identify any items that were individually or in aggregate
material relative to a total of $297,319.14 of Expenses reviewed. A summary of EY's
findings is as follows: ' ‘

Of approximately 1,800 Expenses examined totaling $297,319.14, 54 Expenses and
mileage differential totaling $5,333.78 appear not to be in compliance with the Travel
Alberta Expense Policy: and '

62 Expenses totaiing $14,367.22 requiring disclosure under the Disclosure Policy were
tnadvertently not disclosed.

“Based on EY's examination of the Travel Alberta Expenses, EY recommends that Travel
Alberta: ‘

Determine the appropriate travel, meal and hospitality expense policy to use;
Pubticly disclose the 62 Expenses that were inadvertently not publicly disclosed; and

Establish a form of reporting by expense claimants that clearly establishes compliance
with appropriate expense paolicy,

Travel Alberta Report




Appendix "1V

Canada gl
Travel Policy
December 8, 2009

Revised December 17, 2010
Effective February 1, 2011

i AUTHORITY
Chief Executive Officer (CEQ)

] POLICY STATEMENT
A team member may be approved for travel when required o be away from their
work area or place of residence for business purposes. Appropriate approvals must
be obtained ptior to the team member traveling on business. Where proposed travel
relates to mileage to atiend regular meetings, formal travel authorities are not
required. o '
Travei should only be approved when correspondence, telephone calls, conference
calis, video conferencing, and other kinds of communication or other means of

conducting company business are not practical. When travel is authorized, the most
direct, practical and cost effective route and mode of transportation shouid be used.

il POLICY DETAILS
GENERAL

. Accommodation

Where available, the team member will be authorized to stay at a single-room
accommeodation that is conveniently located and comfortably equipped.

Where Travel Alberta has a preferred rate, this shouid be used as a guideline in
choosing reasonable accommodations whenever possible.

In all cases, tearm meambers should exercise discretion and common sense whan

considering higher priced rooms. Factors such as safety, security and proximity to
conference location may also be considered. ,
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The standard for air travel is economy class and this includes charters and other
reduced fares. The lowest available airfares appropriate to particular itineraries shall

- be sought when making bookings. The CEO or designate shall approve all air fares
that exceed economy rates. ‘ '

If the flight duration is longer than eight (B) hours or more hours, regardless of
continuous travel or stops between scheduied departure and scheduled arrival
times, then a team member qualifies to upgrade to ancther fare class by approval of
the CEO or designate. The ability to upgrade is for flights outside of North America.

Ta determine your total travel time, airport depariurs and arrival times shouid be
used. In addition, total travel time should be actual time elapsed regardiess of the
time zone changes. :

No more than five team members may-fiy on the same flight at any given point.
Further, no more the iwo executive leadership team members may fly on the same
flight.

Freguent Flyer Paints

Freqguent flyer points earned on company business may be used by the team
member for personal use. Points redeemed for personal use are considered a .
taxable benefit. i is the team member’s responsibility to report the fair market value
of the taxable benefit in their annual tax return. 'Fair market value' for an airiine
ticket is described as the cost for the same flight in the same travel class with the
same restrictions. Team members should contact the Canada Revenue Agency for
further informatian,

Personal Stop-Over

Team members are permitted to combine personal activities — e.g. vacations, with
company business, only-where the Vice-President and direct supervisar have
granted prior approval for addifional time away.

If approval is granted team members are required to finalize their own trave! plans
and pay any addifiohal costs associated with personal stopovers, The company will
only pay for the business portion of the travel.

Travel by a team. member that is not the most direct, practical, or cost-effective, the

team member may only ctalm the amount of the actual business trip portion
sxpenditures. -

Spousal Travel

' Any expenses ihcurred by spouses or other individuals accompanying the feam
member on company business shall be fully incurred by the team member.
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APPROVAL FOR TRAVEL

Authority for Approval

The CEO or designate is responsible for applying and administering the directives
related to travel expenses and aliowances. All travel must be pre-authorized in
accordance with the Travel Alberta approved authority matrix.

Approval Considerations

When considering the approval of a request the following reqmrements should be
met:

The travel is necessary for the support or success of an approved project,

The knowledpe gained cannct be achieved through alternative means.

The travel Is to a meeting or conference with direct relevance. -

The travel is required to permit a team member to fulfill a Commitiee or Executive

requirement with a job-or-profession-related organization.

5. The trave! will assist the career development of a team member or the travel is-
necessary to maintain the professional status of a team member.

8. The necessary funds are available to permit the travel to be undertaken.

P LN -

Travel by extoernal parties

Contracied individuals do not require the same approval as long as the travel that is
requested of them is part of the scope of the contract for which they were hired. In
essence, when the contract iz approved the requirement for travel is also approved.

Board rmembers and STMC members do not require travel approval as iong as the
trave! requested of them relates to altending Travel Alberta coordinated Board and
Council meetings. Proposed out of country travel for the Board Chair will be discussed
and agreed between the Board Chair and the-CEO to ensure the fravel supports Travel
Alberta business and opportunities.

F]

The CEO or designate initlating an interview may approve travel expenses for any
- external applicant. Allowabls travel expenses are limited to the reimbursement or
allowangce for meals, accommodation and transportation. E

Teaval Albsrta Policias and Procatures . 169




TRAVEL REIMBURSEMENT

Travel Expense Claims

Travei Alberta team members are reimbursed for reasonable iravel expenses
incurred during the performance of their duties through a travel expense claim. The
purpose of completing a travel expense claim is to establish a complete record of aH
costs associated with an approved trip,

All trave! expenses claimed must be supported by proper detailed original receipts
such as: airiine ticket, hotel and restaurant receipts showing all charges (details of
meals and beverages) and receipts of registration fees paid.

Team members may encounter circumstances whers specific guidance is not
provided within this policy. Team members should exercise discretion and good
cormmon sense when considering unusual charges. Expense claims submitted for
reimbursement of unusual charges or circumstances not addressed within these
policies may not be reimbursed.

Meals

With receipts, team membefs may claim the cost of the meal plus GST {if applicable)
and a reasonable gratuity, such as a 15% gratuity. Where a-team member is
incurring meal costs and intends to claim reimbursement based'on receipts, -

reasonable amounts as determined by the Expenditure Officer may be ctaimed.

Medical Expenses

A team member may claim the cost of medical insurance purchased for company
business travel outside of Canada, covering all or part of the medical costs that are
not covered by the Alberta Health Care insurance Plan and the Group Exiended
Medical Benefits Plan.

If a tear member becomes ill and requires medical attention while traveling on
business outside of Canada, the team member may claim reimbursement of the
cosls in excess of personal coverage under the above plans. :

iileage

Parsonal vehicles may be authorized to conduct Travel Alberta business, If dtiving is
considered the most direct, practical and cost effective route and mode of
transportation.

When authorization is received, the team member may claim a mileage
reimburseément based on the total kilometres fraveled a rate recommened by the
Canada Revenue Agency (http//www.cra-arc.gc.cafbw/ndvdls/tbesingm:
b/rirn/cmpling/ddetns/ing 248-260/255/rts-eng, titml).

it is the team fmembaer’s responsibility to maintain a record of the mileage traveled.
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If your personal vehicle is used for business and you have added business
insurance on to your personal insurance, Travel Alberta will reimburse you up to
$200.00 per year for the extra cost. Proof of difference in cost must be provided.

Other allowable

Without a receipt up to $12.75 (local currency) may be claimed for
intra-city public transportation
parking charges
bottled water
customary tipping of bellman, housekeeping

Passports

When traveling on company business outside of Canada, a team member may be
reimbursed for the cost of procuring a passport.

Roadside Emergency Memberships

Team members whose role it is to spend more than 50% of their work time
commuting within the Province, will be reimbursed for their Roadside Emergency
membership.

Reimbursement for Foreign Currency Transactions

For travel outside of Ganada, a team member will be paid in Canadian cutrency for
any afiowances or reimbursement for expenditures supported by receipts. The
foreign currency transaction currency conversion rate will be used to determine the
reimbursabie amount in Canadian dollars.

Reimbursement of GST

When a team member is charged GST on allowable expenses, the team member
will be reimbursed either the total amount shown on the receipt, including the GST,
or the maximum amount allowed for the expense, whichever is less, GST and other
taxes cannot be claimed on other allowable allowances.

Reimbursement for unanticipated expenses

Where expenses are incurred but not expressly authorized by this policy, the Chief
Exscutive Officer or designate shall determine if the expense falls within the intent of
this poiicy and the amount of any reimbursement.

Travelers’ Cheques

When traveling on company business a team member shall be reimbursed for the
cost of purchasing travelers’ cheques far business-related expenses.
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Monthly -

Monthly, travel expense claims must be submitted prior to two business days after
the previous month ending. If outstanding travel expenses are expeacted to be
material, costs must be accrued as per the accrual policy: At fiscal year-end, travel
expenses incurred in March should not be combined with expenses incurred in April,
Separate claim forms must be submitted.

V- PROGEDURES

Travel Apgroval

A team member who proposes to travel on business must:

1. Complete a Travel Authority form for all non routine travel within the province and
for all traval outsitle of the province

2. " Obtain approval froin their immediate supervisor authorized to approve travel.

3. Obtain approval of the Expenditure Officer with responsibility for the travel budgat
if different from the supervisor.

4, Aftach the numbered and signed authorization to the completed travel expense
claim, ‘
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Policy #: BD-10

uT“w
] W [ Created: Décerhber 8, 2009
Revised: February 26, 2013

Canada ter

TRAVEL

AUTHORITY
Board of Diractors
Treasury Board

SCOPE .
This policy applies to all Team Membhers and the Board of Directors. Coverage also extends to
third party contractors as applicable per the Generat Service Contract. The expense disclosute
portion of the policy applies to CEO, vice presidents and bhoard members. -

PURPOSE ‘ : : _

A teamy member may be approved for fravel when required to be away from their work area or
place of residence for business purposes, Travel shouid only be authotized when’
correspondence, telephone calls, canference calls, video vonferencing, and other kinds of
communication or other means of conducting company business are not practical. When fravet
is authorized, the most direct, practical and cost effective route and mode of transporation
should be used. Appropriate approvals for all international travel must be obtiained prior to the
team member traveling on business.

PoLicy DETAILS

Mezls _ .

With detailed receipts, the cost of the meal plus GST (if applicable) and a reasonable graiuity,
up to a maximum of 20% may be claimed. Meal costs must be reasonable as determined by
the Expenditure Officer.

When multiple team members are present, the most senjor team member must incur the
expense and submi the detaited raceipt listing all aitendees. -

Alcohol ‘

Alcohol charges are not permitted on corporate credit cards not will be reimbursed. The only
exception appiles to a hosting avent where guests external to Travel Alberia and Government
are present.
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Accommodation

Where available, a single-room accommodation that is conveniently located and comfortably .
equipped may be claimed. Where Travel Alberta has a preferred hotef rafe, this should be used
when choosing reasonable accommodations whenhever possible. In all cases, discretion and
common sense should be exercisad when considering higher priced rooms. Factors such as
safety, security and proximily to conference location may also be considered.

Allowable hetel invoice chargas include: nightly room charges, meals {with detalled receipts),
parking, internet access and telephone plus all applicable taxes and fees, Laundry or dry

- gleaning charges are allowable if the length of stay is greater than 3 nights. Any other charges
that are not business related and deemed discrefionary will not ba reimbursed. '

Airfare

The standard for air travel is economy class and this includes charters and other reduced fares.
The lowest available airfares appropriate to par&mular ftineraries shail be sought when making
bookings. The CEQ or designate shall approve all air fares that exceed economy rates.

" If the flight duration is longer than eight (8) hours or more hours, regardless of continuous travel
or stops between scheduled departure and schedufed arrival fimes, then an upgrade to another
fare class by approval of the CEQ or designate. The ability o upgrade Is for flights outside of
North America,

To determine your totai travel time, airport departure and arrival times should be used. In
addition, total travel fime should be actual time elapsed regardless of the time zone changes.

No more than five team members or three board members may fly on the same flight at any
given point. Fusther, no more the two executive leadership team members may fly on the same
flight. ’

Frequent Flyer Paints
Freguent flyer points easned on company business may be used for personal use. Poinis

- redeerned for personal use are considered a taxable benefit. It is the team membaer's and board
member's responsibility to report the fair market value of the taxable beneflt in their annual tax
return. 'Fair market value' for an aitline ticket |s described as the cost for the same flight in the
same travel class with the same restrictions. Contact the Canada Revenue Agency for further
infarmation,

Personal Stop-Over

Team members are permitted to combine personal activities — e.g. vacations, with company
businass, only wheare the Vme-Premdent and direct supervisor have granted prior approval for
additional iime away.

If approval is granied team members are required to finalize their own travel plans and pay any
additional costs associated with personal stopovers. Tha company will only pay for the
business portion of the travel.

Travel by a team member that is not the most direct, practical, or cost-effective, the team
member may only claim the amount of the actual business trip portion expenditures.
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Spousal Travel

Any expenses incurred by spouses or other individuals accompanying the team member or
board member on company business shall be fully incurred by the team member or board
member. Corpotate Credii cards cannot be used to book spousal travel. '

Travel Approval ‘
All International travel must be pre-authorized and a Travel Authorily completed In accordance

. with the Trave! Alberta approved authority matrix prior 1o flights being booked. If there are barter
agreements in place, they must be utilized first where possible.

Board members do not require travel approval as long as the travel requested of them relates to
attending Travel Alberta coordinated Board. Proposed out of country travel for the Board Chair
or Board Members will be discussed and agreed between the Board Chair and the CEO fo
ensure the travel supporis Travel Alberta business and opportunities.

A Vi idarafions
When ¢onsidering the approval of a request the following requirements should be met;
s The travel is necessary for the suppor or success of an approved project.
. The knowledge gained cannot be achieved through alternative means.
. The travel is 1o a meeting or conference with direct relevance.
. The travel is required to permit a team member to fulfill a committee or executive
requirement with a job-or-profassion-related organization.
. The travel will assist the career development of a team member o7 the travel Is
necessary to maintain the professional status of a team member.
. The neceasary funds are available fo permit the travel to be undertaken.

Any exceptions to this travel policy must have prior written approval of the CEO, Board Chair or
Beatd Vice Chalr.

Travel by external parties

Contracted individuals do not require the same approval as long as the travel that is requested
of them is part of the scope of the confract for which they were hired. In essence, when the
contract is approved the requirement for travel is also approved.

The CEO or designate initiating an interview may approve travet expenses for any extemnal
applicant. Allowable fravel axpenses are limited to the reimbursement or allowance for meails,
accommodation and transportation.

Medical Expenses

The cost of medicat insurance purchased for company businass travel outside of Canada,
covering all or part of the medicel costs that are not covered by the Alberta Health Care
Insurarnce Plan and the Group Extended Madical Banefits Plan can be claimed.

If a team member or board member becomes ill and reguires medical attention while traveling
on business outside of Canada, reimbursement of the costs in excess of personal coverage
under the above plans may be claimed.

Mileage

Personal vehicles may be authorized to conduct Travel Albarta business; if driving is considered
the most direct, practical and cost effective route and mode of fransportation,
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When authorization is received, claims for mlleége reimbursement is based on the fotal
kilometres traveléd a rate recemmended by the Canada Revenue Agency (hitp://mww.cra-
are.ge. casx/ndvdisftpcsinem-ixfrirn/cmpltng/ddotns/ine248-260/255/rts-and htmi)

it is the team member's and board member's responsibility to maintain a racord of the mileage
traveled.

Other allowable
Without a receipt up to $12.75 per day (local currency) may be claimed for:
s infra-city public fransportation
+ parking charges .
+ bottled water
» customary tipping of beliman, housekeeplng

Passports
Witen traveling on company business outside of Canada, the cost of procuring a passport may

be claimed,

Roadside Emergency Memberships '
Team members whose role it is to spend more than 50% of their work time commuting within
the Province, will be reimbursed for thelr Roadside Emergency membership.

Reimbursement for Foreign Currency Transactions

For travel outside of Canada, a team member will be paid in Canadian currency for any
allowances or reimbursement for expenditures supported by receipts. The foreign currency
transaction currency conversion rate will be used fo determine the reimbursable amount in
Canadian dollars.

Reimbursement of GST

As a crown corporation, Trave Alberta is not subject to GST/HST. When GST/HST is charged
an allowable expenses, the total amount shown on the receipt, including the GST/HST will be
reimbursed. GST/HST and other taxes cannot be claimed on other allowable allowances.

Relmbursement for unanticipated expenses

Whera expenses are incurred but not expressly authorized by !hrs policy, the CEQ or designate
shall determine if the expense falls within the mtent of this policy and the amount of any
reimbursement.

Travelers' Cheques
When traveling on company business a team member shall be relmbursed for the cost of
purchasing travelers' cheques for business-related expenses.

Monthly

Monthly, fravel expense claims must be submitted prior to twe business days afler the previous
month ending. If outstanding travel expenses are expected fo be material, costs must be
acorued as per the accrual policy, At fiscal year-end, tfravel expenses incurred in March should
not be combined with expenses incurred in April. Separate claim forms must be submitted.
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PROCEDURES
Monthly Travel Expense Claims

Travel Albarta team members are reimbursed for reasonable travel expenses incurred during
the performance of theif dutles through a trave! expense claim. The purpose of completing a
travel @xpense claim is fo establish a complete record of all costs associated with an approved
trip.

All trave! expenses claimad must be supported by proper detailed original receipts such as:
airline tickat, hote! and restaurant recaipts showing all charges (details of meals and beverages)
and receipts of registration fees paid.

Team members may encounter circumstances where specific guidance is not provided within
this policy. Team members should exercise discretion and good common sense when
considering unusual charges. Expense claims submifted for reimbursement of unusual charges
or clrcumstances not addressed within these policies may not be reimbursed.

Timelines:

For team members with corporate credit cards, expense claims reconciled to the corporate
credit card statement are required to ba submitted on & monthly basis by the third business day
of the month following the month when the expenses were incurred.

For team members without a corporate credit card, expense claime should be submitted on a
weekly bagis as expenses ara incurred and no later than 2 months after the expenses were
Incurred.

For hoard members, expense claims should be submitted on a monthly basis no later than the
third business day of the month following the month when the expenses were incurred,
Howaver, if this is not possible, at minimum expenses should be submitted every two months
prior to the end of Januaty, March, May, July, September and November in order to have ample
time for the disclosure of the expenses.
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Appendix "2v

i Government | ' Expense Policy

PUBLIC DISCLOSURE OF TRAVEL AND EXPENSE POLICY

September 20, 2012

. Purpose

This policy provides a framework for the routine disclosure of expense informatlon of government
officials to enhance public confidence by improving accountability and transparency.

2. Interpretation
In this policy:
(a) “Discloser’ means an individual described in saction 3;

(b) "Expenses’ means costs and allowances incurred by an individual in'the course of
Government Business, including those arising from: '

(i} travel, including transportation, accommodation, meals and related incidentals; or
{iiy Hospitality and Working Sessions;

{c) “Government Business® means activities intended to pramote and achieve the goals and
obhjeclives of the Government of Alberta;

(d) “Hospitality’ means any activily that incurs Hospitality Expenses as defined in the
Travel, Meal and Hospitality Expenses Pdlicy; and .

(e) "Working Sessions” means activities that incur Working Sessien Expenses as defined in
the Travel, Meal and Hospitality Expenses Policy, other than planned corporate events.

3. Application and Scope
Except as otherwise provided in this directive, this directive applies to the Expenses of:
(a) Miniaters, Associate Ministers and their political staff;

(b) Seniar Officiats appointed by an Crder in Council and pald directly by the Government
of Alberta;

" () Deputy Ministers; and

(d} emplovees as defined under the Public Service Act, who are in the executive manager
classes,
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4, Exemption

Treasury Board may grant an exemption from all or part of this policy.

5. Disclosure of Expense Reports

(1} A Minister shall ensure that detafled reports of their Expenses and the Expenses of the
Disclosers under their administration are publicly accessible online oh a bi-monthly basis, within 10
business days after the first day of each calendar month In which a report must be disclosed;
beginning December 2012,

(2 Expense reports shall be generated directly from government financial systems to demonstrate
the integrity and authenticity of disclosed information.

(3) Expense reports shall not contaln [nformaticn required to be withheld under Part 2 of the
Freadom of information and Protection of Privacy Act.
6. Expense Report Regquirements
(1) Expense reports must, at a minimum, include the following information:
(a) the name and position of the Discloser;
(b) the date of the transaction(s) giving rise to the Expense;
{c) the e_\mount of each Expense;

(d) the category of each Expense (e.g. travel, including transportation, accommeodation,
meals and related incidentals; Hospitality and Working Sessions); '

(e) a description and the rationale for each Expense; and

(f) receipts for each reimbursed Expense
(2) Expenses incurred by one individual on behalf of another must be attributed to the mdnndual for
whom thosa Expenses were incurred.
7. Interpretlve Bulletins or Guidelines

The Assoctate Minister of Accountability, Transparency and Transformation or their désignate may
issue interpretive bulletins or guidelines to assist Disclosers in complying with this policy. .
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8. Publicalion in the Alberta Gazetie

A Minister or their designate shall submit on a quarterly basis a report of alf events under their
administration with total Hospitafity Expenses paid of more than $600Q to the Alberta Gazette for
publication. : .

8. International Travel

Ministers and Associate Ministers shall disclose théir international travel-related expenses in
accordance with the Reporting Policy for Ministerial and MLA Travel Outside of Canada.
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Appendix "3"

At

Government - Expense Policy

TRAVEL, MEAL AND HOSPITALITY EXPENSE POLICY

September 20, 2012

1. Purpose

This policy provides & framework of accountahility and rules to guide the effective oversight of
public resources in the reimbursement and payment of travel, meal, hospitality, and other
expenses and allowances not addressed by regulations under the Public Setvice Act. This

policy Is Intended to ensure fair and reasonable practices, and o ensure that individuals are
* praperly reimbursed for expenses incurred on Government Business,

2, Interpretation
{n this policy:

(8} "Approver” means, with respect to a Claimant, an individuai with the authority to
approve reimbursements or allowances undat this pelicy;

(b) "Claimant” means any indivicual described In section 3(1) who seeks reimbursement
of an expense or paymenit of an allowance under this policy,

(c) “Deputy Head" has the meaning sef out in the Financial Administration Act,

(d) “Government Business” means activities intended to promote and achieve the goals
and objectives of the Government of Alberta;

(e} "Hospitality Expenses” means any expenses [ncurred in respect of hospitality |
provided to guests of the govarmment or individuals ctherwise not engaged in work for
the governmerit as a matter of courtesy or to facilitate Government Business, including,
without fimitation, activities such as:

_ (i) engaging in discussion of official public matters with, or spansoring formal
conferences for;

(A) representatives from other governments;
{B) publicly funded otganizations;

{C) business and industry;

(D) public interest groups; or

(E} labour groups;
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and

(i) engaging in discussion of official public matters with, or sponsoring formal
. confersncas for:

(A) honourlng d|stmgumhed peopie for exceptional publ:c service in
Aiberta. and

(B} conducting prestigious ceremonies for heads of state, government or
distinguished gussts from the private secior,;

{f} "Regulations” means regulations dealing with expenses and made undér the Public
Service Act,

(9) "Work Area” means, with respect to a Claimahnt:

{f} any point within the municipality in which the Claimant's office or primary place
of work is located;

(i) any point up to 25 kilometres outside of the mumclpallty referred to in
subparagraph (i), or, if the terms of their employment require the Claimant to
work daily or near dally mare than 25 kilometres outside of the municipality
referred to in subparagraph (I}, any point within that assigned area; and

(iif) for any Clalmant who does not have an office or primary place of work, the
geographic area in which the employes is reguired by the terms of their -
employment to carry out their assigned duties;

and

{h) "Working Session Expenses’ means any expenses incurred in raspect of food or
non-alcoholic beverages provided to individuals described in section 3(1) and to any
third parfies attending meetings held to factiitate Government Business,

3. Application and Scope

(1) This policy applies to all expenses incurred and allowances claimed in relation to
Government Business, by or on behaif of:

{a) Ministers’ and Associate Ministers’ Offices, including Ministers, Associate Ministers,
Executive Assistants, Chiefs of Staff, Press Secretaries and all othar support staff,

{b) Senior Officials appointed by an Ordar in Council and paid directly by the
GOVernment of Alberta,

(c) Deputy Ministers, and

(d) employees as defined under the Public Service Act,
unless otherwise addressed in the regulations.
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(2} Notwithstanding suhéection (1), this policy does not apply with respect to any fee for service
or individual employment contractual obligations to make reimbursements or allowances.

(3) This policy applies regardiess of how an expense has been pald for or is baing reimbursed
{e.g. Government Pracurement Card, credit card hilled directly to the Government, the
Government Expense Claims System, efc.}.

4. Exemptlon

The Treasury Board may grant an exarﬁption from all or part of this policy.

5. Generzl Requirements and Authority
(1) Notwithstanding any other provision of this policy, except section 3(2)

{a) No expense may be reimbursed or allowance paid except under this policy or under
the Regulations.

(b) Reimbursement and alfowance may only be made in respect of expenses incurred in
refation to Government Business, uniess otherwise expressly stated In this policy.

{c) A Claimant shall not claim reimbursement and an allowance in respect of the same
expense.

(d) A Claimant shall not claim reimbursemant of alcohol as part of a travel or meal
expense.

(2) Individuals incurring Hospitality Expenses, Working Session Expenses, travel, meal,

accommodation, or related incidental expenses, and other expenses expressly described in this
policy with a Government Procurement Card or a cradit card billed directly to the Government
shall adhere to the requiremants governing reimbursements and allowances insofar as possible.

(3) individuals incurring expenses other than expenses described in subsection (2) with a
Government Procurement Card or a credit card billed directly to the Government shall adhere to
the requirements and principles set out in section 6.

{4) Expenses incurred by one individual on behalf of another must be attributed to the individual
for whom those Expenses ware incurred.

(5) The Controller may issue interpretive bulleting or guidelines in respect of this palicy.

6. Approval of Relmbursements

{1) Subject to the other requirements set out in this policy, Approvers shall approve the
reimbursement of expenses and payment of allowances incurred in felation to Government
Business. ‘
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(2)‘The following individuals may approve reimbursements as follows:

{a) deputy heads or their designates, for senior officials under section 3{1)(b} and
employees under thelr administration or within their ministry;

(b) Ministers or Associate Ministers or their designates, for deputy heads under their
administration; and

(¢) for ail other Ciaimants, the individuals to whom they immediatély report or whom
otherwise have been designated by a Minister, Associate Minister or depuly head.

{3) Unless otherwise set aut in this policy, a Claimant must submit;
‘(a) detailed itemized receipts; or
{b) & written statement sigﬁed by the Claimant and the Approver and attesting:
(I) that the expénse was incurred and refated to Government of Alberta business,
{ii) that the expense has not been claimed previously, and
(iii} to why a receipt cannot be provided,
for reimbursement of éxpenses.

(4) Both Claimants and Approvers shall take the following principles into account in determining
whather to makes claims for and authorize reimbursements and allowances:

(a) taxpayer doliars are to be used prudently and responsibly with a focus on
accountability and fransparency;

(b) fravel, meal, hospitafity and other axpenses must support Government Business
objectives, : '

(c) fravel, meal, hospitafity and other expenses must be necessary and aconomical with
due regard for health, safety and security,

(d) only legitimate and approved expenses incurred in relation to Government Businass
may be reimbursed;

(@) prior approval to incur expenses is obtained where appropriate; and
{f) claims should be:

{i) able to withstand scrutiny by the Auditor General of Alberta and members of
the public; ’

(i) properly explainad and documented;
{iil) reasonable; and
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(iv) appropriate.
{5) Approvers are accountable for their decisions, which must be:
{a) subject to good jddgment and informed knowledge of the situation;
(b) exercised in appropriate circumstances; and |

(c} compliant with the principles and requirements set out in this policy.

(8) The: rationale for approval decisions must be documented for each claim where discretion
has been exercised.

(7) It is the responsibility of both the Approver and the Claimant to work out appropriate
arrangements that would meet the test of bsing fair and equitable.

{8) A Claimant may elect to personally incur expenses exceeding those permitted or approved
under this policy. A Claimant must clearly distinguish between business and personal expenses.

(8) Whan a Claimant receives a discount, credit or bonus for travel that reduces the original
-fravel cost, only the net expense may ba claimed. This subsection is not applicable when the

Claimant raceives a rebate, credit or privilege for using a persanal credit card for which a fee

has been paid. ' ' ’
{10) When a Claimant is charged GST on an expense reimbursable under this policy, the
Ciaimant shall be relmbursed either the total amount shown on the receipt, including the GST,
or the maximum reimbursable amount, whichever is less. GST and other faxes cannot be

claimed on allowances.
7. Reimbursement of Travel Expenses and Allowances

Claimable Expenses With a Receipt
(1) Subject to any requirements set out in sedtions 8, 8 and 10, 2 Claimant may claim the
foliowlng expenses incurred by travelling on government business, attending a government
sponsored seminar, pre-retirement seminar, or interview selection panel:

(7) air fare;

{(b) automaobile rental;

(c} rail fare;

{d) excess baggage charges where extra equipment is required because of duties being
performed, : ‘

(@) charges for electronic communication related to government business;
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{f) charges for business refated phone calls;
{g) bus fares, including airport bué, other than intra-city bus fares; and
_{h) internet connectivity in hotel, airplanas or other public places.

Clalmable Expenses Without a Receipt
(2) A Claimant may claim without a receipt or a written statement under section 6(3)(b} the
following expenses incurred by travelling on government business, attending a government
sponsored seminar, pre-retirement seminar, or Inferview selection panel, to the maximum
amount set out in Appendix "A”";

(a} intra-city public transporiation;

(b} taxi or town car, limousine or similar vehicle fares; and

(c) harking chatges.

8. Expenises and Allowances While Travelling on Government Business

Travel by Alr

(1) Economy class shall be used for all domestic flights, uniess otherwise authorized by an
Approver or otherwise permltted under this section.

(2) An Approver may approve business class travel if a medical condition necessitates an
upgraded travel class and a physician's note is provided prior to booking.

(3) An Approver may approve business class travel for domestic or international flights stated to
exceed four hours at time of booking.

Other Travel Routes or Modes of Transportation

(4) If an Approver has authorized transportation by a Claimant that is not the most direct,
practical or cost-effective, the Claimant may claim the lesser of.

(a) the actual expense of the fransportation; or

(b) an allowance equivalent to the expense of the most direct, practical and cost-
effactive route and mode of transportation.

Travel Qutside of CGanada

(5) When travelling outside of Canada, a Claimant may be reimbursed for the expense of
procuring a business visa or passport, and related expenses, where requlred and where the
Claimant does not hold onhe, :

(8) A Claimant shall be paid in Canadian currency for any allowances related to foreign travel or
for relmbursement for expenses incurred in a foreign currency and supported by receipts.
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(7) A Claimant shall be reimbursed for losses inourred due to any change in the rate of
exchange for foreign currency purchased to meet reimbursable expenses when travel is
required outside of Canada.

(8) A Claimant may claim the expense of fravel medical instuirance purchased for travel outside
of Canada.

{8) if a Claimant becomes lil and reguires medical attention or hospitalization or both while
travelfing outside of Canadg, the Claimant may claim reimbursement of any related expenses in
excess of personal coverage in Alberta and any purchased travel medical insurance.

(10} A Claimant may claim the expense of travel immunizations.

Travel by Third Party Vehicle

| (11} A Claimant may claim the actual expense of hiring or renting third party vehicles. The
actual expense shall be the amount shown on the Invoice plus a gratuity of up to 20 percent.

(12) A Claimant may claim the expense of hiring a taxi and may only claim the expense of hiring
a town car, limousine or similar vehicle if there is a valid business purpose,

(13) A Claimant may claim the expense of renting a vehicle if there is a valid business purpose
and if the size and typa of the vehicle is appropriate for the number of passengers, road
conditions, and nature of the need. In-car navigation systems and electronic toll payment (where
appropriate) are reimbursable expenses but expenses for all other convenlence options are not
reimbursable.

Business Kilometre Rate for Private Vehicles

{14} An Approver may authorize the use of a Claimant’s private vehicle for Government
Business or to attend a pra-ratirement seminar at the rate set out in Appendix “A”.

Private Vehicle Allowances

{15} An Approver may authorize:
(a) & daily vehicle allowance at the rate set out'in Appendix "A” for each day if the
Claimant's private vehicle is used on Government Businaess, on a daily or near daily
basis within any city in Alberta.
(b).an agverse driving condition aliowancs at the rate set out in Appendix “A” for each
day the Claimant's private vehicle is used on Government Business plus the business
kilometre rate when:

{i) travel of 10 kilometres or more is on unpaved roads; or

(li) travet is over terrain without roads,; or
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{ii) the vehicle must be frequently stopped and parked (normally & or more
times), during a single trip in urban areas.

{16) A Claimant may ctaim only:
{a) the daily car allowance, or

(b) the adverse driving allowance and business kilomette rate, for business travel on any
given day when the applicable driving conditions occur.

(17) An Approver may approve the use of a Claimant's private vehicle at the rate set out in
Appendix ‘A’ if such means of transport is more direct, practical and cost effective.

{18) An Approver may approve the travel expenses of a Claimant or an external applicant
requested to appear before a selection panel in accordance with this policy, except with respect
to mileage expenses Incurred in the use of a private vehicle, in which case the rate is as sel out
in Appendix “A”, :

Business Insurantce
{19) If an insurer requireé the Claimant's private vehicle to be insured for use when travelling on

Government Businass, the Claimant may claim the incremental expense of the business
premium to the maximum set out in Appendix "A”, pro-rated If the insurance is for less than a

year.

9. Other Expenses and Allowances While Travelling on Government Business

(1) Except with respect to reimbursements or allowances claimed under subsections (7)and (8),
“no Claimant shall be eligible for reimbursement of expenses and ailowances under this section
unless:

(a) the Claimant has been authorized by the deputy head or designate to travel outside
of their Work Area for Government Buginess purposes; and

(b).the claim for reimbursement or allowance is solely for those expenses incurred
outside the Claimant's Work Area. .

Mea!l Expenses

{2) Wheﬁ traveiling on Government Business, a Claimant may claim either:
(a) the actual expense of the meal; or
(b) the meal allowance.

(3) The actual expense of the meal is the amount shown on the hill, excluding alcohelic
beverages, plus a gratuity of up to 20 percent.

(4) The meal allowances are set out in Appendix ‘A",
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(5) When a Claimant is travelling on Government Business for part of a day, the Claimant may
be relmbursed for the amount shown on the receipt or pald the mesl allowance:

(a) for breakfast, if the departure time is 7:30 a.m. or earlier or-the retum time Is 7:30
a.m. or later, or

(b) for lunch, if the departure time is 1:00 p.m. or earlier or the return time is 1:00 p.m. or
|ater, or .

{c) for dinner, if the departure time is 6:30 p.m. or earlier or the return tima is 6:30 p.m.

or later.
(6) If a meal is included in the expense of aitfare, a Claimant cannot claim a meal allowance

unless the flight is delayed. When the flight is delayed, a meal may be claimed in accordance .
with subsections (1) through {4).

(7) If a Claimant and spouse or benefit pariner attends a government sponsored pre-retirement
seminar, the Claimant may claim the spouse's or benefit partner's meals in accordance with this
policy.

Accommodation Expenses
{B) When a Claimant is trave[lmg on Govarnment Btsiness or attending a government
sponsored pre-retirement seminar, and overnight accommodation away from the Claimant's
residence is necessary, the actual-expense of accommodation oran allowance at the rate set
out in Appendix "A" per night may be claimed.

Personal Expenses

(8) For each full twenty-four hour period spent travelling on Government Business, a Claimant
may claim an allowance for personal expanses at the rate set out in Appendix "A”.

Personal Long Distance Telephone Expenses

{(10) A Claimant may claim for the expense of one personal long distance call each twenty-four
hour period.

Laundry Expenses
{11) A Claimant may claim for laundry and dry cleaning expenses incurred after four
consecutive nights while travelling.

10. Expenses and Allowances While Not Travelling on Government Business

(1) If a Clalmant is entitled to be paid overtime, then the Claimant may claim up to the amount
set out in Appendix “A" with a receipt for the purchase of a meal during a break in an authorized
overtime period or immediately following completion of an authorized overtime period, where the
overtime_period exceeds two consecutive hours beyond normal daily working hours.
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{2) An Approver may authorize a Claimant who is not travelling to claim the appropriate meal or
accormmodation reimbursement or allowance for expenses covered in this policy.
11. Working Sesslons

(1} A Claimant may claim reimbursement of Working Session Expenses.

(2) An Approver shall pre-approve in writing any Working Session Expenses of $1,500 or over
before any arrahgements are made, Such approvals may hot be given by a deputy head's
designate. ‘

. (3) An Approver, other than a deputy head’s designate, may delegate the approval of Working
Session Expenses below $1,500.
12. Professional Memberships
Claimants may claim for reimbursement of the expense of professtonal memberships whera '
appropriate for the performance of the Claimant’s job (e.q. Law Society of Alberta, College of
Physicians and Surgeons, The Association of Professional Engineers and Geoscientists of
. Alberta, professional accounting organizations, trade organizalions, etc.}.
13, Hospltality Events
(1) A Claimant may claim Hospitality Expenses if the hospitality:

(@) Is provided in an aconomical and consistent manner;

(b) facllitates Government Business; and

(c) is considered desirable as a matter of courtesy or pratocol.

(2) A Claimant may only claim Hospifality Expenses if the event involves one or mare
participants who are not described in section 3(1).

(3) Hospitality Expenses;
{a) involving the serving of alcchol, or
{b) of $600 or more,
reguire prior written approval.
{(4) Approvals under subsection (3) shall only be given:
(a) by a Minster, Associate Minister or deputy head;
{b) before any arrangements are made; and
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(c) in cases where alcohol is provided, where the arrangements ensure the alcahol is
provided in a responsible manner {e.g. food must zlways be served)

(5) Claimants and Approvers shall strive to minimize Hospitality Expenses where possible,
having due regard for the nature, size and infended business purpose of the hospitality event.

(8) A Claimant shall ensure that;

(a) the attendance of each host or government representative s documented and-
justified:

{b} the: nurmber of host or government representatives attending the event is minimized
and limited to those who have the most direct Involvernent with the business purpose of
the event; and

(c} partners of host or government rapresentatives attend only when required by
protocol. :

{7) All claims for reimbursement of Hospitalifty _Expenses shall inciude the following delails:
(a) purpose;
(b) date(s);
{c) location; and
(d) type of hospitality event (e.g. breakfast, lunch, dinner, reception, refreshments, etc.),

See also:
* Travel, Meal and Hospiality Expense Policy — Interpretation Bulletin

See next page for Appendix A — Travel and Meal Reimbursement Allowance Rates.
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APPENDIX “A”
Travel and Meal Reimbursement and Aliowance Rates

Expanse Type Secflen Reference Reimbursement with Allowance without Recslpt
Recsipt :
Glaimable Travel 7(2) N/A $12.76
‘| Expanses Without a
Recelpt
Business Kilometre Rate 8(14) NFA $0.505 per kliometre
| for Private Vehicles . travelled
Dally Vehicle Allowance &(16)@) NA $10.25 par day
Adverse Driving Conditian | B(18)(b) NiA _$8.56 per day
Allowance ;
Other Use of Private 8017 NiA $0.165 per kiiometre
Vahicla
Travel to Selectlion Panels | 8(18) Far general rules of $0.165 per kilomeirs
: relmbursement
Business Insurance 819} $500 per year N7A
Maxiraum
Msals
" Breakfast 8(4) Actusl axpense $9.20

Lunch 1 9(4) Actual-gxpense ' $11.60

Dinner o(d) Actual expense $20.75
Accamnodation (8} Actusl expensa $20.18
Parsonal 9(8) NIA $7.38 in Canada

$14.65 outside of Canada
Overlime Meals 10(1} Actual expanse up fo N/A
51035
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AILBERTA
TOURISM, PARKS AND RECREATION

Office of the Minister
MLA, Vermilion-Lioydminster

June 30, 2014

Mr. Rick LeLacheur, Chair
Travel Alberta Board of Directors
400 - 1601 ~ 9 Avenue SE
Caigary, Aiberta

T2G OH4

Dear Mr. LeLacheur;

Thank you for your April 30, 2014, letter providing me with a copy of Ernst & Young's Report on
the Investigation of Travel, Meal and Hospitality Expenses of Travel Afberta.

In my March 12, 2014, letter to then Travel Alberta Chair, Quincy Smith, | directed that Travel
Alberta conduct a third-party review of expenses incurred during the period from September 20,
2012 to January 31, 2014, The purpose of this review was to determine if expenses incurred
during this time frame complied with applicable travel, meal and hospitality expense policies.

| have had an opportunity to review the report and Travel Alberta’s response, which included the
reimbursement of the expense claims found not to be in compliance with the Trave! Alberta
expense policy. While | am confident the review has prompted Travei Alberta to enhance its
expense policy and procedures, | do wish to provide the following further direction:

1. Review recommendations: | appreciate your confirmation that the 62 expenses found
to have been inadvertently not disclosed when Travel Alberta was transitioning to the
new disclosure policy have now been properly disclosed. | direct that Travel Alberta
also accept and implement the other two recommendations included in the Ernst &
Young LLP report. ‘

2. Detailed Receipts: 1 direct that Trave! Alberta confirm that the 20 expense claims
without detailed receipts have been appropriately reviewed by the Chief Financial
Officer and a determination has been made that these expenses comply with the

" Trave! Alberta expense policy. ‘

A2

229 Legislerure Building, Edmonton, Alberta TSK 2B6 Canada  Telephone 780-427-4928 Fax 780.427-0188
5036 - 49 Avenue, Vermilion, Albetca T9X 1B7 Canada  Telephone 780-853-4202 Fax 780-853-5770
3907 - 51 Avenug, Lloydminster, Alberta T9V 272 Canada Lelephone 780-875-0467 Fax 780-875-0871
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3. Hotel Receipts: I direct that Travel Alberta confirm that the 27 expenses related to
hotel invoices where detailed receipts were not available, have been appropriately
reviewed by the Chief Financial Officer and a determination has been made ihat
these expenses comply with the Travel Alberta expense policy. If any discrepancies
have been found, | would like confirmation that these expenses have been properly
reimbursed.

| appreciate that Travel Alberta will now follow the Government of Alberta kilometer
reimbursement rate and take steps to ehsure appropriate written travel approvals for travel
outside of Canada are obtained.

The Government of Alberta is committed to financial transparency and accountability and
expects that all Agencies, Boards and Commissions adhere to appropriate policies and
regulations. | am confident that this report has provided clarity and a re-focus to the importance
of adhering to appropriate expense policies.

I look forward to our continued collaboration on these important matters.
Sincerely,

(ol #E

Dr. Richard Starke
Minister




Trave| Atbaris W 403-648-1000

M@/{ 400-1801 ¢ Avenus SE & ADG548-1111
. Tafgary, Alberte , % vaveialberia.com

uanada ¥aef Canada T25 OH4 & industry.travelalberta.com

July 31, 2014

Honorable Dr. Richard Siarke

Minister Tourtsm, Parks and Recreation
Government of Alberta

229 Legisiatre Building

Edmonton, AB T5K 2B6

Dear Minisier Starke:

We acknowledge receipt of your letter of June 30, 2014. We wish to confinm that the
Travel Albert Board of Directors have reviewed and implemented the recommendations
inciuded in the Ernst & Young LLP Report, dated March 29, .2014.

We confirm that we have completed the review of the missing detail receipts totaling
$1,660.23 with $14.30 having been repaid to Trave] Alberta, From the analysis of the
missing hotel detail receipts of $1772.85, we have been reimbursed $40.17. Please refer
to attachments one and two which document our review.

Travel Alberta is committed to financial transparency and accountability Our Travel,
Meal and Hospitality expense policy has been approved by our Board of Directors and
we have directed Management to insure that this policy is adhered to at all times. Should
you have any further questions or concerns, please do not hesitate to contact me.

Yours truly,
TRAVEL ALBERTA

pisiair

Rick LeLacheur,
Chairman

Attachments
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