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Out-of-Province Travel 
A guide to policies, travel planning, and forms 

 
 
 
 

NOTE:  This document serves as a guide for completing the OOP travel form and will not address every scenario.  
Please consult your direct management/senior administrative office with questions.   

 

Out-of-Province Travel Policy 
 
The purpose of the Health PEI Out-of-Province (OOP) Travel Policy is to provide direction for work-related travel 
expenditures within an environment that promotes fairness, consistency, and transparency, and to establish 
controls which ensure effective management of travel costs.  Prior approval is required for any out-of-province 
travel during work hours to ensure insurance coverage remains in effect when an employee is away from their 
normal work site. 
 

No allowance shall be paid, and no reimbursement shall be made to an employee for out-of-
province travel unless supported by the written permission of the Chief Executive Officer 

 
Guiding Principles 

• Travel supports HPEI business or clinical operations (refer to the Out-of-Province Travel and Approval 
Framework). 

• Costs are reasonable and documented. 
• Prior approval is mandatory before registrations and/or flights are booked. 
• Taxpayer dollars are used prudently and cost-effective alternatives are considered. 
• Environmental and sustainability factors are considered. 
• Reimbursement processes are fair, effective, and efficient. 
• Provides risk management and insurance coverage for an employee while on HPEI business. 

 

Application 
• This policy applies to all HPEI employees and salaried physicians who travel out-of-province (OOP) for 

work-related purposes or educational opportunities.  
o Noted exception: Physicians follow Medical Affairs protocol for CME requests. 

• If there is a conflict between this policy and a collective agreement, the collective agreement takes 
priority. If the collective agreement does not address travel matters, then this policy applies. 

 

Levels of Approval 
 

Employee Within Canada Continental U.S.A. International Travel 

CEO Board Chair Board Chair Minister 

Senior Management Group Chief Executive Officer Chief Executive Officer Minister 

Employees, including salary 
physicians (except physician 
CME OOP travel) 

Chief Executive Officer Chief Executive Officer Minister 

Physician CME Chief Medical Officer Chief Medical Officer Chief Medical Officer 

 

 

Employee Responsibilities 
• Submit a written travel authorization request to your immediate supervisor ASAP to start the approval 

process.  Complete and correct applications must be received at the CEO’s office a minimum of 4 weeks 
(20 business days) before departure. Requests submitted on short notice will be reviewed on a case-by-
case basis and may be denied.   

• Only the combined OOP form will be accepted (located on the HPEI Staff Resource Centre under: 
Forms). All information on the OOP forms must be typed (handwritten forms will be returned). 

• Apply for union education funds where applicable. 
• Advise the supervisor of any OOP travel that is on personal time and is also funded by organization with 

a business relationship to HPEI. 



OUT-OF-PROVINCE TRAVEL GUIDE (JUNE 4, 2026) PAGE 2 OF 5 

 

• Inform the supervisor when combining HPEI business travel with personal time and travel. Personal 
travel plans must be documented and approved before the trip begins.  

• Submit an expense claim within 30 days after travel, including detailed expenditures and travel 
authorization documentation. 

 

Approver Responsibilities 
• Review and ensure that travel estimates are complete and accurate, and that authorization decisions 

follow policy requirements, strategic priorities, and are made with sound judgment. 
• Assess and address any potential conflict of interest when an employee receives funding for OOP travel 

from an organization with a business relationship to Health PEI. 
• Confirm sufficient budget is available to support the request. 
• Approve expense claims upon return trip, ensuring proper coding, documentation, and compliance with 

policies. 
 

Travel Planning and Controls 
• Employees are expected to make reasonable expenditures for meals, accommodation, and travel, and to 

economize where possible.   
• Cost-effectiveness means more than choosing the cheapest option; it also considers time away from 

work, impacts on service delivery, and patient safety. 
• Minimize travel costs by using technology or other alternatives when available, such as webinars, 

videoconferences, online courses, or local opportunities. 
• Choose the most cost-effective methods: 

o Carpooling with other employees attending the same event.  
o Use group and government rates for accommodation. 
o Book a HPEI leased vehicle for ground transportation. 
o Request travel approval early to access early bird offers and better flight choices, which requires 

planning several weeks ahead. 
• If air travel is deemed most efficient and cost-effective, but an employee opts for private vehicle travel, 

then ground travel may be authorized at the CEO’s discretion. Reimbursement will be limited to the 
equivalent airfare, and no enroute expenses can be claimed. 

• Out-of-country travel will only be approved in exceptional cases, such as when no equivalent 
opportunity exists in Canada or a service contract requires it. 

 
Multiple staff attending same event: 

• When more than one employee is attending the same event, the requests must be submitted at the 
same time.  Include the names of all employees attending the event, whether in your unit or other units 
(if information is known), and document how costs are being minimized by sharing expenses (wherever 
possible). 

• Group travel requests are closely reviewed so management can see the overall impacts and costs to 
HPEI.   

• The manager needs to provide an additional note supporting the request and include: 
o Rationale for sending multiple staff from the same unit. 

What coverage remains at the work unit to mitigate service disruption? 
o Sufficient budget to cover expenses. 

 

External / 3rd Party Funding 
• If an external 3rd party pays for an employee’s OOP travel during work hours:  

o The employee must submit an OOP travel authorization request and get prior approval so that 
insurance coverage remains in effect during travel and while the employee is absent from their 
normal work site. 

• If an external 3rd party pays for an employee’s OOP travel during personal time (personal vacation 
leave, or outside scheduled work hours): 

o When the organization has a business relationship with Health PEI, the employee must disclose 
this funding to their supervisor to assess the potential for conflict of interest and resolutions if 
required.   

o An OOP travel authorization is not required in this situation, and insurance coverage is not 
applicable. 

 

Estimate for Travel Costs 
• To ensure timely processing of the request and expedite CEO approval, include comprehensive details in 

your submission.   
• All amounts are to be documented, including when an external party is paying for part or full trip 

expenses.   
o If the amount is unknown (i.e., when the external group uses their own travel agencies to book 

flights and accommodation) N/A is noted in this situation. 
• These requests are thoroughly screened for accuracy by the senior executive offices.  Do not skip any 

sections on the form.   
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• Eligible travel expenses and the amount eligible for reimbursement shall be in accordance with Treasury 
Board’s Out-of-Province Travel Policy 17.03 as the Treasury Board Policy will always supersede any other 
listed rate.  
 

Table below shows current rates as per current Treasury Board Policy 

Item Amount Description/Details (insert all details) 

Registration • Total $ if paid by HPEI 
• $0 or N/A if no cost or paid by external 

party 

• Attach agenda (printable/readable format) 
• Name of event/meeting/conference 
• Name of external party funding  

Airfare • Total $ if paid by HPEI 
• $0 or N/A if paid by external party 

• Who is covering cost, HPEI or name of external 
party 

Ground 
Transportation 

• Total $ if paid by HPEI 
• $0 or N/A if paid by external party 

• Break out (km travelled, taxi, tolls, bridge fees, 
and parking) 

• Name of external party 

Lodging • Total $ if paid by HPEI 
• $0 or N/A if paid by external party 

• Name of hotel 
• Cost per night/# of nights  
• $10 per night allowance for staying in a private 

residence.  No receipt required 

Meals • Total $ if paid by HPEI 
• $0 or N/A if paid by external party 

• $50 per full day of travel  
• Breakfast $10, lunch $15, supper $25 per less 

than full day of travel 
• Exclude meals provided by hotels and events 
• May be claimed in US funds if applicable 

Incidentals • $ paid by HPEI 
• $0 or N/A if not claiming 

• Incidental reimbursement shall be in 
accordance with Treasury Board Policy 17.03 

• Currently an employee is eligible to claim $5 per 
day, no receipt required 

Total Estimate • $ Add lines 1 through 6 Breakout coverage: 
• $xxxx paid by 3rd party 
• $xxxx paid by HPEI 

Advance 
Requested 

• $ (must be a minimum of $100) 
• N/A if not asking for advance 

• Insert reason for advance (i.e., extended travel 
period, or anticipated prohibitive cost of out-of-
pocket expenses) 

• Advance payments can cover ground 
transportation, lodging, meals and incidentals 

• Advances are not issued for registration fees or 
airfare (invoices can be paid by submitting 
receipts to AP after travel request is authorized) 

• Available no more than 10 days prior to travel 

 

Air Travel 
• Flights are non-refundable and must not be booked until the travel request is authorized by the CEO. 

• Flight estimates may be obtained from a travel agent or searched online. 
o Ensure the estimate includes taxes, airport fees, and any additional charges. 

• Health PEI does not have a corporate travel agent. 
o Some local agencies will invoice HPEI directly. 
o Employees may also book flights online using their personal credit card, selecting the most 

economical option. 

• Cancelled flights generate a credit in the employee’s name only, valid for 12 months. 
o Credits are non-transferable. 

• Cancellation insurance is not routinely purchased. 
o It may be approved case-by-case if there is a known risk of cancellation. 
o Insurance must be purchased at the time of booking. 

• When using a local travel agent, invoices must be paid immediately (following CEO authorization to 
travel) to prevent outstanding travel agency balances spread across departments.   

• The employee’s manager/supervisor is responsible for authorizing the invoice and submitting it to 
Accounts Payable. 
o Apply the work site cost center for OOP travel. 
o Attach the approved OOP travel request form and full air fare itinerary to invoice when submitting it 

to Accounts Payable. 
 
 

Corporate Vehicles  
• Health PEI has two corporate vehicles available for staff use. 

o To book a vehicle, contact Reception at 368-6130 for booking, pick-up, and drop-off instructions 
(business hours only). 
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o Vehicles are located at the Aubin Arsenault Building, 3 Brighton Road, Charlottetown. 
o Reception is located at the Ceridian Building, 2nd Floor, 223 Queen Street. 

• Vehicles must be returned to the designated government parking lot. 
o Overnight parking at a private residence is not permitted. 

• Employees are encouraged to use a corporate vehicle whenever possible to reduce costs. 
o It is recognized that key pick-up/drop-off access/arrangements may make a private vehicle the 

more practical option in some cases. 
 

Ground Transportation Allowance (personally owned vehicle) 
• Reimbursement for ground transportation follows Treasury Board Policies (Section 17.0) and the Table 

of Reimbursement Rates available on the Government website. 
o Note: Kilometers noted in the Table of Reimbursement Rates refer to the aggregate or total 

distance traveled combining both in-province and out-of-province travel. 

• Travel to/from home to an out-of-province location: 
o If you travel directly from your residence, you may only claim the portion of the trip that 

exceeds your normal commute to your primary workplace. 
o When returning home, you may claim only the portion of the trip that exceeds the distance 

from your primary workplace to your residence. 
 

Actual Expenditures 
• Employees must complete Part 2 (a), (b), and (c) of the OOP Travel Form immediately upon returning 

from travel. 
o Complete all relevant sections and attach all receipts (except meals/incidentals for travel within 

Canada). 
o Documentation for AP must include: 

1. The full 3-page OOP Travel Form. 
2. Receipts. 
3. Airfare itineraries (whether paid by a 3rd party or HPEI) to determine the eligibility for meal 

allowances during transportation. 
4. Conference/meeting agendas or letters of invitation (to verify provided meals/expenses). 
5. Approval notice if union/excluded education funds were used. 
6. Credit card statements are required for international travel when a personal card is used. 

Redact any unrelated transactions.  The credit card statement shows actual exchange rate 
on the purchase date and in Canadian Funds. 

o Once all expenses are recorded, the employee must sign and date Part 2 to certify accuracy, then 
submit the form to their manager. 

• Managers are responsible for entering the appropriate account codes, confirming all expenses are 
correct, and submitting the claim to AP. 

• If an employee has no expenses to claim, Part 2 must still be completed.  Each section will be filled in 
as $0 and coding applied. The form then needs to be signed by the employee, authorized by the 
manager, and submitted to Accounts Payable for their records.  This is required for audit purposes and 
to confirm that the trip occurred. 

• If a receipt is lost, destroyed, or unobtainable, a personal declaration form may be submitted in place of 
the receipt. 
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Resources 
• Health PEI:  Out-of-Province Travel Policy (on PDMS) 

• Treasury Board:  17.03, Out-of-Province Travel Policy   

• Staff Resource Centre:  OOP Travel Form and Payment Request Form 

• Out of Province Travel – Guide & Approval Framework 
 

Prepared by Kelley Power, kapower@ihis.org  
June 4, 2026 

https://src.healthpei.ca/policies
https://www.princeedwardisland.ca/en/tb_policy_procedures
https://src.healthpei.ca/
https://src.healthpei.ca/sites/src.healthpei.ca/files/Forms/Out-of-Province_Travel_Authorization_Form.pdf
https://src.healthpei.ca/sites/src.healthpei.ca/files/Forms/Payment_Request_Form.pdf
mailto:kapower@ihis.org

