
How To:
Travel Bookings & Expenses



Necessary Information:
Main Contact: 

Nabila Al-Yafi - Elsabbagh.admin@mcgill.ca 
Payment can take up to 45 business days (not including mailing time)
McGill Faculty/Staff/Students are invited to submit their own
expense(s)
Local travel expenses in Montreal are the responsibility of each guest
for the times outside of the event hours. All events & activities will take
place at the Sens Hotel.

More details in the information packages!



Item: Notes:

Train - Round trip Economy seating

Mileage for person vehicles Calculated: $0.57/km, to and from destination

Taxi/Uber To and from Montreal

Car Rental To and from Montreal

Bus To and from Montreal

Food/Per diem Non-local guests (Outside of greater Montreal area)

Eligible and Expendable Items 



Airfare Booking

Complete Visitor Introduction form:
Only sections A & C by July 1st, 2024

Nabila will review and provide you with
flight itinerary options
For questions, contact:
Elsabbagh.Admin@McGill.ca  



Expenses and Reimbursement
For Visitors

Retain all eligible detailed receipts or invoices.  
If paying by credit card, a credit card receipt
or credit card statement is required as proof
of purchase.
Complete visitor claimant signature form;
First Section, mailing address for the purpose
of mailing the cheque, Bank information is not
required, signature & date.



Expenses and Reimbursement
For McGill Students

McGill Faculty and Staff are invited to submit their expense
reimbursement themselves via Minerva.

Fund Code needed
Email expense claim report to Nabila for approval


