
Reimbursement of membership fees for professional order, College, association, 

license or certification 

Overview 

This policy is meant for all permanent or term (of one year or more) administrative and 
management staff members of the Faculty of Medicine and Health Sciences (FMHS), whose 
position requires that they are a standing member of a professional order, an association, a 
College or obtain and maintain a license/certification to hold their position or who are 
identified as potential candidates for such a position.   

Policy 

1. The association, certification, College or professional order must be recognized by Emploi 

Québec. 

2. Only reimbursement for annual membership or certification will be issued. This excludes the 

opening of a file, exam fees, registration fees, course fees, training fees, etc. 

3. The association or certification membership must be required for the person’s position, as 

outlined on the job posting. 

4. In some cases, it will not be a pre-requisite for the job, but the person having a membership 

and needing to maintain it will be approved at the moment of hire and will need to be outlined 

as such in the letter of offer.  

5. In some cases, it will be part of succession planning or professional development as identified 

in the performance dialogue or annual review. This will need to be approved by the supervisor 

and HR Director.  

6. Reimbursements can only be submitted by the employee once the paid membership period 

comes to an end.  One must be an active employee at the time of submission. 

7. Reimbursements for such fees will commence with the effective date of this policy, no 

retroactive reimbursements. 

 

Procedure 

1. The employee claiming such expenses must submit an expense report to Financial Affairs 

Team at Financialaffairs.med@mcgill.ca following the instructions below: 

- Create your expense report in Minerva using the option “Start an Expense 
Report to be finished by Someone Else” and forward it to the Medicine and 
Health Sciences Reviewer queue for completion of the FOAPAL. 

- Your expense report must include a pdf copy of supplier invoice; proof of 
payment; the job posting indicating that it is required to have this designation or 
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copy of your Letter of Offer or Supervisor’s and HR Director’s approvals; 
acknowledgement/email approvals of claimant and his supervisor. 

- Expense report must be submitted via email in the following format: one email = 
one Expense Report = one pdf document. 

- Request for reimbursement of membership fee can only be submitted at the 
end of the membership period. 

If you have any questions related to the expense report process, you may contact Financial 
Affairs Team at financialaffairs.med@mcgill.ca 

If you have any other questions related to this policy, please contact the HR team at FMHS.  

 

 

 

mailto:financialaffairs.med@mcgill.ca

