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	Request for Approval for International Travel 
(outside Canada and The Continental U.S.A.)

	Note

· Refer to instructions before completing this form. 

· Estimated travel expenses form on page 2 must be completed and attached to this Request

	Requester’s Information (for ministry and Commission public body employees, Deputy Ministers and CEOs)

	Name of requester (first, last name)

     
	Position title

     

	Ministry

     
	Division/Branch

     

	E-mail address

     
	Telephone no. (incl. area code)
     
ext.      

	Description of Trip/Event

	Destination

     
	Departure Date (yyyy/mm/dd)

     
	Return Date (yyyy/mm/dd)

     

	Purpose of trip

     
	If requesting a business class ticket, provide a rationale

     

	Estimated cost
	

	Amount paid by Ontario Government:
	     
	
	

	Amount paid by another party:
	     
	
	

	Total – line E on page 2
	 FORMTEXT 

     

	
	

	
	
	
	

	Contact Information

	Contact name (last, first name)

     
	Position title

     
	Telephone no. (incl. area code)
      
ext.      

	Primary Objective of Trip/Event

	Check the relevant box(es) below

	 FORMCHECKBOX 

Implement specific decision made by Premier or Minister



 FORMCHECKBOX 

Accompany/assist Minister


 FORMCHECKBOX 

Pursue legal or criminal proceedings

 FORMCHECKBOX 

Manage Ontario government staff abroad

 FORMCHECKBOX 

Provide marketing assistance to industry

 FORMCHECKBOX 

Investment attraction

 FORMCHECKBOX 

Tourism promotion


 FORMCHECKBOX 

Technology transfer

 FORMCHECKBOX 

Develop special relationships


	 FORMCHECKBOX 

Quick commercial return for Province

 FORMCHECKBOX 

Market intelligence

 FORMCHECKBOX 

Provide service on cost-recovery basis

 FORMCHECKBOX 

Acquire professional or technical expertise

 FORMCHECKBOX 

Represent Ontario or Canada at international meeting

 FORMCHECKBOX 

Professional contribution at international forum

 FORMCHECKBOX 

Staff development

 FORMCHECKBOX 

Other (specify)  ▼

     

	Provide details on the primary objective(s) you have identified

     
	Describe how the trip/event will benefit the ministry or advance the province’s international priorities 

     

	Travel Reports and Warnings

	Ministries/Commission public bodies must review the travel reports and warnings issued by the Government of Canada on its Department of Foreign Affairs and International Trade (DFAIT) website (http://www.voyage.gc). Indicate the level of travel advisory issued by DFAIT for the proposed travel destination.

 FORMCHECKBOX 

I
Exercise normal security precautions 
 FORMCHECKBOX 

III  Avoid non-essential travel*
 FORMCHECKBOX 

II
Exercise high degree of caution
 FORMCHECKBOX 

IV Avoid all travel* – travel is recommended


	*If the destination has level III or iv warning,  approval by the Deputy Minister (or CEO for a Commission public body) must include written confirmation to the secretary of the cabinet that:

· the travel is essential to the ministry/agency business;
· the traveller is aware of the implications of the travel warning; 

· the traveller will limit travel to the area specified in the travel warning; and 

· the traveller will register with the Canadian mission at the destination visited.

	Signature of Requester
	Date (yyyy/mm/dd)

     

	Recommendation and Approval

	Level
	Name (last, first name)
	Signature
	Date (yyyy/mm/dd)

	Recommended by

	Deputy Minister or CEO 
(for Commission public bodies)
	     
	
	     

	Approved by

	Secretary of the Cabinet
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	Estimated Travel Expenses for International Travel 
(outside Canada and The Continental U.S.A.)

	Note

· Demonstrate that the travel arrangements are cost effective. 

· Attach this form to the Request for Approval for International Travel (outside Canada and The Continental U.S.A.) 
(form 7540-1543).

	Name of requester (first, last name)

     
	Position title

     

	Ministry

     
	Division/Branch

     

	Destination

     
	Departure Date (yyyy/mm/dd)

     
	Return Date (yyyy/mm/dd)

     

	A. Airfare
 FORMCHECKBOX 
  Economy Class
 FORMCHECKBOX 
  Business Class (see rationale on page 1)

	Date

(yyyy/mm/dd)
	From
	To
	Estimated Cost (Cdn$)
	

	     
	     
	     
	     
	

	     
	     
	     
	     
	

	Remarks
     
	Total
	 FORMTEXT 

     

	A

	B. Accommodation


	Date

(yyyy/mm/dd)
	Hotel
	City
	Cost per Night 
(including tax)

(Cdn$)
	No. of Nights
	Estimated Cost (Cdn$)
	

	     
	     
	     
	     
	   
	 FORMTEXT 

     

	

	    
	     
	     
	     
	   
	 FORMTEXT 

     

	

	Remarks
     
	Total
	 FORMTEXT 

     

	B

	C. Meals


	Date

(yyyy/mm/dd)
	City
	Type and Cost of Meal1
(e.g., breakfast $8; lunch $10; dinner $20)
	Estimated Cost (Cdn$)
	

	     
	     
	     
	     
	

	     
	     
	     
	     
	

	     
	     
	     
	     
	

	Remarks
     
	Total
	 FORMTEXT 

     

	C

	1Allowable meal rates are set out in the appendices of the Treasury Board of Canada Travel Directive, April 1, 2008 or successor directive. Go to the federal government website and use their alphabetical listing of policies to look up the Travel Directive and Appendix D.

	D. Other Business Expenses

	Item
	Description
	Estimated Cost (Cdn$)
	

	Ground Transportation
	     
	     
	

	Insurance
	     
	     
	

	Incidentals/Miscellaneous
	     
	     
	

	Other (specify)
	     
	     
	

	Remarks
     
	Total
	 FORMTEXT 

     

	D

	E. Total Estimated Travel Costs (A + B + C + D)
(Cdn$)
	 FORMTEXT 

     

	E

	Workshop/Exhibit*
	*Overhead costs, non-travel related and not included in the total estimated travel cost
     
	     
	


	Guide for Request for Approval for International Travel 

(outside Canada and The Continental U.S.A.)

	Timeline and Process
The process for approvals must be started well in advance of the travel date to ensure sufficient time to obtain approval from the Secretary of the Cabinet or his/her delegate.

	Instructions 

	Name of Requester



Business Class Ticket










Contact Information

Primary Objective(s) 
of Trip/Event
	This form is to be used by ministry employees and employees in Commission public bodies (agencies whose employees are appointed under Part III of the Public Service of Ontario Act), and Deputy Ministers and CEOs. 

The standard for air travel is economy class. Business class seating may be permitted on an international flight with the prior approval of the deputy minister or CEO, Factors that may be considered in granting approval include health and safety, accommodation requirements and business requirements (e.g., where economy class seating is unavailable when booking for an unexpected emergency meeting). Business class seating may also be considered on international flights due to their length.  

Factors that may be considered in granting approval include health and safety (e.g., medical certificate for a pre-existing condition), the length of the flight, and business requirements (economy class seating is unavailable when booking for an unexpected emergency meeting).

A contact if there are questions about the request for international travel.

Situations where approval may be granted include: 
· opportunities to generate income for the province (e.g., attract investment, promote tourism); 
· strengthen OPS expertise (e.g., professional or technical training not otherwise available); and, 
· raise the government’s profile (e.g., representing Ontario at an international meeting).

	Travel Reports and Warnings
Ministries and Commission public bodies must review the travel reports and warnings issued by the Government of Canada’s Department of Foreign Affairs and International Trade (DFAIT) prior to recommending international travel. DFAIT issues four levels of travel advisories:

	
	Travel Reports
	Travel Warnings
	

	
	 I
Exercise Normal Security Precautions

II
Exercise High Degree of Caution
	III
Avoid Non-Essential Travel*
IV
Avoid All Travel* – travel is not recommended
	

	If travel is approved to a destination with a Level III or IV warning, the Deputy Minister or CEO of a Commission public body must include written confirmation to the Secretary of the Cabinet that the travel is essential for ministry or agency business and that the traveller: 

· is aware of the implication of the travel warning;  
· will limit travel to the area specified in the travel warning; and,

· will register with the Canadian mission at the destination visited.

PRIOR TO DEPARTURE, the ministry/Commission public body must review the DFAIT travel advisory to ensure that the level at the time of this request for approval has not changed. If the travel advisory has changed to either Level III or IV, requesters must reapply for Deputy Minister and Secretary of the Cabinet approval.

During the time the individual is travelling, each ministry or Commission public body must monitor the federal advisories on www.voyage.gc.ca for changes that may impact travel plans.  

	Required Documents

(
A completed “Request for Approval for International Trade” form 7540-1543.

(
A completed “Estimated Travel Expenses for International Travel” form 7540-1543-1.

(
A memo from the Deputy Minister or the CEO of a Commission public body to the Secretary of the Cabinet confirming approval of travel to a destination with a Level III or IV warning.

(
An itinerary showing the daily activities and supporting background information related to the purpose of the trip.
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