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Who we are 

Travel Services, under Procurement Services, is 
developing a Travel Management Program to assist 
McGillians travelling for University related 
activities.  

 

Contact us  
 

Program Manager: Helene Grosjean 

travel.procurement@mcgill.ca  514-398-4421 

 

 

 

 

 

 

 

 

 

http://www.mcgill.ca/travelservices
mailto:travel.procurement@mcgill.ca
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Before you go 
 
Gather all the important information required before you 
leave. To include but not limited to: 

• Register your trip itinerary 
• Obtain appropriate Health insurance 
• Get the best fare for your planned itinerary through  

Vision Travel McGill’s contracted TMC 
• Check to make sure your destination country is safe 

to travel 

Contact McGill Travel Services for  assistance   

Important steps  

For more information, go to travel tips 
 
Health Insurance 

• Check coverage details and limitations of your 
health insurance - both the Quebec Health 
Insurance Plan -RAMQ and the McGill Health Plan 
Emergency Travel Assistance benefit (if you are a 
member of the McGill Health Plan) 

• Make sure you are covered for the entire period 
you are away 

• Familiarize yourself with the Emergency Travel 
Assistance from Manulife (if you are a member of the 
McGill  Health Plan) 

• Ensure all your vaccinations are in  order 
• Contact the J.D. Maclean Pre Travel Clinic  
• Print or download the Manulife Healthcare Card 

 
Cellular roaming charges 

• If you are part of the University Telus plan, it is not 
necessary to call for a travel bundle as the rates in 
place apply automatically when you begin roaming 
outside of Canada 

 

  

 
 
Safety 

 
 

Always check Canada’s Country Travel 
Advice for the latest information and 
news regarding your destination : 

• Health 
• Security 
• Advisories 
• Entry requirements 
• Much more 

 

Health 

 

 
 

Manulife’s Emergency Travel 
Assistance (if you are a member of the 
McGill Health Plan) is your go-to resource 
when facing an unexpected health 
emergency while out of town.  

Print or download all the necessary 
documents prior to departure to make 
sure you have all appropriate 
information.  

Reservations - See 4 Steps to Booking Airfares 

 

 
 

By booking with Vision Travel – either 
with a travel councilor or their online 
booking tool, you will benefit from 
McGill airline agreements, assistance 
both enroute and after your return. 
Airfares will be charged on a McGill 
credit card and directly to your FOAPAL. 
They can assist you with ticket 
cancellations, reissues and refunds.  

You may apply for an American Express 
University Corporate card for on the 
road travel expenses.  

 

https://www.mcgill.ca/hr/app/travel
http://www.mcgill.ca/travelservices/transport/tmc#visiontravel
http://travel.gc.ca/travelling/advisories
mailto:travel.procurement@mcgill.ca
http://www.mcgill.ca/travelservices/tips
http://www.ramq.gouv.qc.ca/en/citizens/temporary-stays-outside-quebec/health-insurance/Pages/services-covered.aspx
https://www.mcgill.ca/hr/benefits/insurance/travel
https://www.mcgill.ca/hr/benefits/insurance/travel
https://www.mcgill.ca/hr/benefits/insurance/travel/emergency-assistance-active-staff
https://www.mcgill.ca/hr/benefits/insurance/travel/emergency-assistance-active-staff
http://www.mcgill.ca/hr/bp/benefits/supplemental-health-and-dental-plans
http://www.mcgill.ca/hr/bp/benefits/supplemental-health-and-dental-plans
http://travel.gc.ca/travelling/health-safety/vaccines
http://www.mcgill.ca/tropmed/pre-travel-clinic-0
http://www.manulife.ca/wps/portal/manulifeca/Manulife.caHome/Groupbenefits/manage%20your%20plan/plan%20members/!ut/p/b1/hZLJkqJAFEW_pT7AIpF5CUIiQyIzJBsCSkVmUATk69vq6G1X3d2LOG9xByIhYiLpsrkssqnsu6z5vhM2VTUQKn6o8zTYQ6AxHqBZzqRUxL0B_APgUL_9R0Ts4v0q96iASpjecJSEQDHxJsgW73RDohwVt-J37CA_ha1m9K0u6wZV7fjMN_gq9TyDTQKm3jPMBsLxtjyxnLLuuvFdM7RoNZ59kucRTh-eSnaX3FbosI_QF0tDSr0wZzRHmtG15IpXqxwchxcKy9DmRLEB2VTdNEruITpL0pFk0gDa90EzxY-Pf77BfySC33zrRFLm7efy1X6CT1bgWJIkGZ5kKA4AiggrzAryQ1tkzb3qeDqqD-HByavIXnDQgNyomIiezEUQPcXxD1t3Stua26-zz51GTlQkkoqnWZvP7cEuYH0aC2i-1KuEvK73pdu6BTUz3thrQtqZWJ81L0VOFWYpnxXirujazl-6JZi1cu2O5SuahPRZHZghi3HpOu9ttHqng9i4C_nONu6POxrwPoh19_CkH-b15ozQeJxvR_-y891mn_KH_MpD2bpWtMNy4ioV796THyP6Xs5f4IeI8RvgUqRLEgUZGvAM2APNpDxDCFQK0AzhEzGgU696DdpWb261OS-UowVtwYJMqPl-RFpyBixlBJPsUZ6MF78KVr_Ce4AEMoSOItrtKVG-Pgjr2LcXYmiD2WRmz27n4g-0Pm-o/dl4/d5/L2dBISEvZ0FBIS9nQSEh/
https://www.mcgill.ca/procurement/files/procurement/telus_plan.pdf
http://travel.gc.ca/travelling/advisories
http://travel.gc.ca/travelling/advisories
https://www.mcgill.ca/hr/benefits/insurance/travel/emergency-assistance-active-staff
https://www.mcgill.ca/hr/benefits/insurance/travel/emergency-assistance-active-staff
http://www.manulife.ca/wps/portal/manulifeca/Manulife.caHome/Groupbenefits/products%20and%20services/out%20of%20province%20or%20country/gb_prod_outof_emergtraveltrip/%21ut/p/b1/nZJHkptQFEXX0gug-Yg8JIuM-OQJRRYgghJp9W67PHXb5Te7VedOzrtogkZoMmZL22Svdhqz28-cUKmigkDyAo0hwEkGKgkBQdEGrpj0FxB_A1zwv_VDNHJj0hIndZXUcAENZoA-4Uq732LJ0UsueSTWHfibtuR4eN2RlCWrW3IwHCQzatzee7izptc8sUriVOPZeQOHzOcU47vX1dUD4bn3c10MWivoO5-EUXyPj4mJtUCU3EAN6noV9atwH21Zy_H7ZsxM2C8WL8_rRrvasykQrR4misYmC4dxWiQ1905BaQCz2Xr1dNjxq8JpiXZPs6Hc8uuptEln3u2RZR4ty3l7OxX-x29P4A_HgX_z_P99DU3afPhci-ETfFIsTWEYRjIYidMA4GjQ-cxWNOZVdFZdDH2z9B54deG3YjcJIjQVSXCkscZpQl3HLNFMfRhuWPiIbMdG2tyN8txnu7ft12Iv669HBe9keWIykD3eQmOteXZ9T8It3m5MOmjPZA4pwR4FVaGkcd1L8cSVlwhpk7k6-ZkXDU9FM5mRWJvIl8vAryuf4ci5VfRpfuROGXLt2OkdnJlx05AqWF89sLY11hg5jssnzt_JEZnFBbJ50RxBa4a7YdojZk2rLFBvD15oGAXQzNnMUgh8BxlL1_JiIKWzigc9R-evXSbfKv257F_ANy-JvwA6NTWex2WSAAwJTkA1cKizvoIDgkQ9NAJECrt9Vo_-cDsaAlP0MVPCDMwLDKvvoOVJG3wlliUxBwbA4XWaAz3ZMA_ehuzZKQPX5znublwzHrXO01ChsBrRefAX3SAX6AxLw318_ACpgMvI/dl4/d5/L2dBISEvZ0FBIS9n
http://www.manulife.ca/wps/portal/manulifeca/Manulife.caHome/Groupbenefits/products%20and%20services/out%20of%20province%20or%20country/gb_prod_outof_emergtraveltrip/%21ut/p/b1/nZJHkptQFEXX0gug-Yg8JIuM-OQJRRYgghJp9W67PHXb5Te7VedOzrtogkZoMmZL22Svdhqz28-cUKmigkDyAo0hwEkGKgkBQdEGrpj0FxB_A1zwv_VDNHJj0hIndZXUcAENZoA-4Uq732LJ0UsueSTWHfibtuR4eN2RlCWrW3IwHCQzatzee7izptc8sUriVOPZeQOHzOcU47vX1dUD4bn3c10MWivoO5-EUXyPj4mJtUCU3EAN6noV9atwH21Zy_H7ZsxM2C8WL8_rRrvasykQrR4misYmC4dxWiQ1905BaQCz2Xr1dNjxq8JpiXZPs6Hc8uuptEln3u2RZR4ty3l7OxX-x29P4A_HgX_z_P99DU3afPhci-ETfFIsTWEYRjIYidMA4GjQ-cxWNOZVdFZdDH2z9B54deG3YjcJIjQVSXCkscZpQl3HLNFMfRhuWPiIbMdG2tyN8txnu7ft12Iv669HBe9keWIykD3eQmOteXZ9T8It3m5MOmjPZA4pwR4FVaGkcd1L8cSVlwhpk7k6-ZkXDU9FM5mRWJvIl8vAryuf4ci5VfRpfuROGXLt2OkdnJlx05AqWF89sLY11hg5jssnzt_JEZnFBbJ50RxBa4a7YdojZk2rLFBvD15oGAXQzNnMUgh8BxlL1_JiIKWzigc9R-evXSbfKv257F_ANy-JvwA6NTWex2WSAAwJTkA1cKizvoIDgkQ9NAJECrt9Vo_-cDsaAlP0MVPCDMwLDKvvoOVJG3wlliUxBwbA4XWaAz3ZMA_ehuzZKQPX5znublwzHrXO01ChsBrRefAX3SAX6AxLw318_ACpgMvI/dl4/d5/L2dBISEvZ0FBIS9n
http://www.mcgill.ca/travelservices/transport/tmc#visiontravel
http://www.mcgill.ca/travelservices/transport/book-air
http://www.mcgill.ca/financialservices/files/financialservices/amex_policy_and_procedures_20131114_fis.pdf
http://www.mcgill.ca/financialservices/files/financialservices/amex_policy_and_procedures_20131114_fis.pdf
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How to book airline tickets with Vision Travel (traveler) 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

    

                   Help: 

Vision Travel Consultant Monday – Friday  8:30 - 17:30  

514-855-5636 or 1-866-827-7086 or mcgill@visionvoyages.ca  

VisionLink Help Desk Monday – Friday  08:30 – 17:30 

Call 1-877-385-6415 or obt@visionvoyages.ca  

McGill Travel Services: 514-398-4421 or travel.procurement@mcgill.ca 

    

Step 2 

Book Airfare online 

 with VisionLink 
(Tutorial and User 

Guide) 

 

by email or phone 
with a  

Travel Consultant  

 

 
         OR 

Step 1 

Create a Traveler 
Profile through 

 VisionLink 

(one time only - you will 
receive an email with a 
temporary password) 

Information 
required: 

1. Email address 
2. Faculty or Unit 
3. Name as per 

passport 
4. Language EN or FR 
5. Gender 
6. Date of Birth 

    
 

 

 

 

 

 

Step 3 

Pay for Airfare  

         through 

Airfare FOAPAL 
Authorization Form 

Or 

Personal credit card 

Option 1: register credit 
card once in your profile  

Option 2: enter credit card 
each time at purchase 

Note: consider the 
purchase of airfare 
cancellation insurance, 
available through Vision 

 

 

 

 

Step 4 

Receive an email 
with  

1. Itinerary 
2. E-ticket  
3. Invoice  

Note: if paid by FOAPAL 
form, a 3rd Party Advance 
is issued by the Travel 
Desk, which you are 
required to clear through 
your trip expense report.  

 

 

 

Reference Material 

Travel Regulation 

Booking Airfares 

Paying for Airfares 

Best Airfare Guarantee 

 

Important Note 

For multi-segment and 
international itineraries, it is 
strongly recommended and 
best practice to use the 
services of a travel 
consultant. 

Vision Travel Fees 

Download TripCase 
app (free) for better 

trip management  

 

http://www.mcgill.ca/travelservices/node/779
http://www.mcgill.ca/travelservices/node/741
mailto:mcgill@visionvoyages.ca
mailto:obt@visionvoyages.ca
mailto:obt@visionvoyages.ca
mailto:travel.procurement@mcgill.ca
https://visionlinks.ca/mcgill/en/login
http://www.concurtraining.com/ls_rsrcs/CONCUR_TRV_EU_SIM_en-us_TravelReservation.htm
https://www.mcgill.ca/travelservices/files/travelservices/english-user-guide-visionlink.pdf
https://www.mcgill.ca/travelservices/files/travelservices/english-user-guide-visionlink.pdf
https://www.mcgill.ca/travelservices/node/741/#visiontravel
https://visionlinks.ca/mcgill/en/register
http://www.mcgill.ca/travelservices/node/780
http://www.mcgill.ca/travelservices/transport/foapal-form
http://www.mcgill.ca/travelservices/transport/foapal-form
http://www.mcgill.ca/travelservices/node/788
http://www.mcgill.ca/travelservices/node/774
http://www.mcgill.ca/travelservices/node/779
http://www.mcgill.ca/travelservices/node/780
http://www.mcgill.ca/travelservices/node/776
http://www.mcgill.ca/travelservices/node/790
http://travel.tripcase.com/download/
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During your trip 
What to do in case of Emergency? 

Consult our Travel Emergency Guide  

1. For health related emergencies, (if you are a member 
of the McGill  Health Plan) contact Manulife’s 
emergency travel assistance provider immediately 
following a medical emergency or that of your own 
insurance provider  

a. In Canada/US : +1-800-265-9977 
b. Toll free from UITF Countries  

(dialing prefix) + 800-9221-9221 
c. Otherwise, call collect: +1 519-741-8450 

 
2. Contact the nearest Canadian embassy or consulate 

(or your own embassy/consulate)  

3. Contact 24/7 TMC assistance to arrange emergency 
travel  

  After your trip 
Important documents 

Reimbursement 
• Travel expenditures incurred for university related 

activities must be claimed via an expense report 

•  All expenses must be reported as one 
comprehensive Expense Report (including 
Advances related to that trip) 

• Original paper receipts must be presented for all 
expenses claimed 

• Scanned or picture receipts are accepted only for: 
o Gas 

o Taxi 
o Parking 
o Meals 

• Travel supported by research grants must comply 
with University Expense Reimbursement 
Regulations and policies, unless specifically 
indicated otherwise by the granting agency.  In the 
event of inconsistencies, the granting agency 
guidelines will apply. 

For more details, visit Financial Services 

 

 

 

http://www.mcgill.ca/travelservices/files/travelservices/travel_emergency_guide_june_2017.pdf
https://www.mcgill.ca/hr/benefits/insurance/travel/emergency-assistance-active-staff
http://www.manulife.ca/wps/portal/manulifeca/Manulife.caHome/Groupbenefits/products%20and%20services/out%20of%20province%20or%20country/gb_prod_outof_emergtraveltollfree/!ut/p/b1/rZPZzqNGFISf5X8Axs0Ol0BjzNbY7HBjgbHBrDZgszx97GgSabZ_kijnrqWqluo7dTbxJtzEbfK85sl47dqkfr9j5qiowJddX-MoQGyBSjuAYliDVEz2JYg-ERzIf-YHvxgBfO4nNsEmtCMawc7MZTV4TkNS55mtZ1ld4iohRqkArCKP3F3PRsVl5NrxeA51R57h86g5e7shlKXouHxoRNlRZ7m83MW9Ul6YwnaoW72dI-1yhqc7xLc-Ja2mZctze5Anqd9NV43xMlDKuqTeT5RPPZ2HTEZYQO6RDY9l0bRFLNAnK2F6l7ou4biiPKfXwCoMWZu5CRV0ho3DnQ0fxH2Q8AMbMHVyA9nVYMNnO2aLgh8BvMu2Jk8fH79h_YLxZmVqokhuaQooLgmB6iqkZ7AuIYjMV__fAo6mCaAaNDxoJIsDBfwz_3_cFQP-J_8ngn-X_0fBb7qqbeJr2nyZTs0X8IXmCJpkSILHOYbmePLVxPjTD9638KfgMwDfRvhxQ2jXNedN9JKxvwxig427CQF1dMrlpq7VapdgIly4NYfVIXDo4UPphijdqg6v48iIVdzwwOAKE6qWGRmHyeHdfebbnigIsXGcwLfJGZZjcZoFDEcQJE6QG7-MwCwP6gQF53i4W04AvQza3t60Km-ma2ruI1B2uktipiA6oR_2WzJmZnrVb4twcIYxjAtHI0vRuNaNmAm6O0nl3akeZCHMeM37o3WcmFQRrqmeTIub8U5yvaBi58487XOQM6PaOCdHErvv7CC-EP128qI7YmYJykvv-W1XtCeucIl1iNcTxvKnsCVOa3x4XdV3MDmJfDNHzgHsXQBw-icwZ6eqdTO1Jg
http://travel.gc.ca/assistance/emergency-info
http://www.mcgill.ca/travelservices/transport/tmc#visiontravel
http://www.mcgill.ca/financialservices/travel/procedures#expense_type
http://www.mcgill.ca/financialservices/travel/procedures#expense_type
http://www.mcgill.ca/financialservices/travel/procedures#expense_type
http://www.mcgill.ca/financialservices/travel/procedures#expense_type
http://www.mcgill.ca/financialservices/policies/reimburse
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