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PRIOR  To  Submitting  satisfactory  proof  of  eligibility  to  Human  Resources:

Check  to  ensure  you  have  ALL  the  appropriate  supporting  documentation  when submitting  the Daily  Travel/Room and Board 
Allowance Application.  Please  check off the  documents  below to ensure you have gathered all the appropriate
documentation prior to submitting your application.

Please be advised that you are required to  complete  and submit  the Daily  Travel/Room and Board  Allowance  Application within 
the timelines  specified  in your collective agreement.  OPG will not be responsible for any applications  submitted
after the deadline.

TRAVEL  ALLOWANCE

In order to  qualify for Travel Allowance, you must be commuting daily to the work site/project  from where you live  and must meet 
the distance requirement outlined in  the  collective  agreement.  You must live 50 road driven kilometers from the work site/project  
at a  minimum  to qualify.

 

❑

PROOF OF  ADDRESS:

❑ Copy  of  valid  driver’s  license  (front  &  back)  showing  expiry  date  with current address indicated  or
appropriate  qualifying  documentation  with current address indicated  (mortgage statement, property tax,
landlord statement).

ROOM AND  BOARD  ALLOWANCE

In order to be entitled to  Room and  Board Allowance, you must  maintain both a  Regular  Residence  and a  Temporary 

   

 

Signed Landlord Statement
PLUS  (If all utility bills are not included in the monthly rent)  

Accommodation  at or near the project/work location. Your regular residence must also be  greater than 110 road driven kilometers  

           ❑ Recent

from the  work site/project  to qualify.

An Employee’s regular residence is a place where the employee  maintains a  self-contained, domestic establishment (a dwelling 

 Utility  

house, apartment or similar place of residence where a person generally eats and sleeps and for which he can show proof of 
financial commitment).  This is in contrast to a boarding house facility, which is not self-contained. A regular residence is 
considered to be a self-contained domestic establishment if it is a living unit with restricted access that contains a kitchen, 
bathroom, and sleeping facilities. A room (or rooms) in a house, hotel dormitory, boarding house or bunkhouse would not 
ordinarily be a self-contained domestic establishment.

PROOF OF REGULAR RESIDENCE:

IF YOU OWN  YOUR REGULAR RESIDENCE:

(e.g. Hydro, Gas, Water/Sewar etc.),  

           
   

         

   

❑ Property  tax  notice/bill  OR  Mortgage  Statement  OR  Deed  of  Land  OR  Notice of Property Assessment

  PLUS
❑ Recent  Utility (e.g. Hydro, Gas, Water/Sewar etc.),  Cable  or  Telephone  Bill  showing  name  &  address

IF  YOU  RENT  YOUR REGULAR RESIDENCE:

Cable  or  Telephone  Bill  showing  name  &  address  
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PROOF OF TEMPORARY ACCOMODATION:

IF YOU RENT WITH A LEASE TERM  

❑   Signed Landlord Statement
PLUS (If all utility bills are not included in the monthly rent)  

           

 

 

 

❑ Recent  Utility (e.g. Hydro, Gas, Water/Sewar etc.),  Cable  or  Telephone  Bill  showing  name  &  address

IF YOU RENT WITH NO LEASE TERM (E.G. HOTEL ACCOMODATION)

 
❑ Most current stay/rent receipt from where you live during the work assignment
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  FAQ  ON  TRAVEL/BOARD  ALLOWANCE 

 

       

   

       

 

   

                

 

 

          

                   

 

               

   

            

 

           

   

        

How  do  I  get  approval  for  travel/board  allowance?
An  employee  must:
• Complete  a  “Daily  Travel/Room and Board  Allowance  Application”  form  and ensure all appropriate supporting 

documentation is provided.

Additional  Proof  Requested?
You  will  be  notified  by  supervisor  or  Chief  Steward  when  additional  information  is  required.  We  recommend  that you 
bring the appropriate proof with you on your hire date.  Insufficient proof will result in your
travel/subsistence payments being stopped and recovered in two equal amounts.

What  if  all  my  documentation  is  in  my  spouse’s  name?
We  understand  that  there  may  be  some  instances  where  all  bills  are  in  your  spouse’s  name.  For  such  instances,  we 
require the following:
• Proof  of  marriage  –  marriage  certificate  or  sworn  affidavit;  if  common-law  –  sworn  affidavit
• Copy of documentation required for  subsistence allowance on the front page of this document (landlord’s statement,  

property  tax  notice,  mortgage  statement  or  deed  of  land  AND  a  recent utility bill in your spouse’s name).

What  if  I  move  my  residence?  Do  I  need  to  reapply?
Yes.  It is an employee’s responsibility to notify the Human Resources Office of any change of address.  An  address 
change  may  affect  your  entitlement  to  travel  or board  allowance.  Updated  proof must be attached to the new application.

  




