
Event  
Activities that are NOT operational or NOT training 

Travel Hospitality Certain conference participation* Other costs Certain 
conference 

participation* 

Does your 
Event include 
International 

Travel? 
No 

Yes 

Your request 
must be 

submitted for 
approval in 

the 
International 
Travel Plan or 
as an ad hoc 

request  
Prepare a THCEE file using the THCEE Tool 

including all departmental costs (travel, 
hospitality, conference, training, other costs) 

for the appropriate delegated authority 
approval 

Obtain Minister Event approval if costs are 
> $50,000 or include hospitality restrictions 

Obtain DM/COO Event approval if costs are 
> $25,000 and <= $50,000 or include hospitality 

restrictions 

Obtain SDM*** Event approval if costs are  
> $15,000 and <= $25,000 & do not include 

hospitality restrictions ** 

Obtain DG Event approval if costs are  
<= $15,000 & do not include hospitality restrictions 

or conference participation ** 

Staff and Management Retreats 

Award & Recognition Ceremonies 

Departmental Ceremonies 

Meeting or gathering of public servants, 
regardless of the purpose, that are held 

outside of the HQ area (16 km) for majority 
of the departmental participants and for 

which the department has the discretion to 
select the venue and chooses to hold the 

activity in a non-government facility. 

Operational Activities and training (No Event approval required) 
Activities undertaken to deliver departmental programs and services including departmental internal services 

International 
Travel 

Obtain SADM 
SSPB & CFO 
approval for 

ESDC 
(excludes SC & 

Labour) 
international 

travel ** 

Obtain COO 
approval for 

SERVICE 
CANADA 

international 
travel 

Obtain  
DM LABOUR 
approval for 

LABOUR 
international 

travel 

Expenditure 
initiation will 

be given 
through SAP 

Travel 
Module or 

through 
approved 

BTA 

Prepare a hospitality file using 
THCEE Tool for approval by the 

appropriate delegated authority 

Expenditure 
initiation will 
be given by 
delegated 
manager 

Obtain Minister approval if 
hospitality costs are  > $10,000 or 

include hospitality restrictions 

Obtain DM/COO approval if 
hospitality costs are  

> $3,000 and <= $10,000 or include 
hospitality restrictions 

Obtain SDM*** approval if 
hospitality costs are   

> $2,000 and <= $3,000 & do not 
include hospitality restrictions 

Obtain DG approval if  
hospitality costs are  

> $1,000 and <= $2,000 & do not 
include hospitality restrictions 

Prepare a 
Conference file 
using the THCEE 
Tool for approval 

by the 
appropriate 
delegated 
authority 

Obtain 
Delegated 
Manager 
approval 

Obtain 
Delegated 
Manager 
approval 

Obtain 
Delegated 
Manager 
approval 

Obtain Director approval if 
hospitality costs are  

<= $1,000 & do not include 
hospitality restrictions 

Domestic or 
Local Travel 

You must also send the 
file for recommendation 
and inclusion in the 
International Travel Plan 
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Is it 
International 

Travel? 

No 

Yes 

Training 

Expenditure 
initiation will 

be given 
through the 

HRSB 
process for 

training 

Obtain SDM*** 
approval if 

conference cost   
<= 25,000  

*Consult the “Conference Decision Tree” to determine if your participation in a conference is considered an Event, an operational activity or a training activity 
** When total Event cost is not greater than $25,000, SADM SSPB and CFO can jointly approve the Event including the international travel for ESDC (excludes SC and Labour) 
*** Senior Departmental Manager = Deputy Minister direct reports 

Obtain DM/COO 
approval if 

conference cost      
> $25,000  

 and <= $50,000 

Obtain Minister 
approval if 

conference cost 
> $50,000  

T H C E E  D e c i s i o n  T r e e  

VS 


