Policy  ____________________

Subject:  Expenses Incurred on Club Business
Effective:  29 October 2006
Preamble: The Board of Directors will ensure that sufficient funds are budgeted annually to allow for appropriate Club representation at provincial, regional and/or national golf and curling events, and to ensure that employees are compensated fairly for expenses incurred in the course of their work.        
1.0 Purpose:
To provide the guidelines by which employees and volunteers of the Club will be reasonably compensated for expenses incurred in the course of conducting Club business or representing the Club at sanctioned functions. 
2.0 Definitions:


a) A “sanctioned function” is any meeting or event at which the Club should be represented and for which the Board of Directors and/or General Manager has appointed a volunteer Club member to attend.

b) “Work related event” is any workshop, meeting, seminar, or other educational etc. that an employee attends with permission from the General Manager. 

c) “Normal course of business” refers to those activities required to maintain effective operations 
3.0 Eligible Expenses: Employees and volunteers will be reimbursed for the following eligible expenses incurred during the course of a sanctioned function or work related event, or during the normal course of business:
a) Mileage – In consideration of the wear on a personal vehicle along with gasoline consumed, the Club will pay a mileage rate of $0.35 per kilometre.    
b) Food & Beverage – The Club will reimburse volunteers and employees for the cost of breakfast, lunch and dinner consumed each day of a sanctioned function or work related event.  Claims for such must be supported with the appropriate receipts.  The following daily limits will be imposed: Breakfast $5.70 + HST $0.80 = $6.50, Lunch $9.43 + HST $1.32 = $10.75, Dinner $14.03 + HST $1.97 = $16.00.  
c) Accommodation – It is expected that overnight stays will take place at moderately priced hotels/motels, or at the event designated hotel.  Where possible, accommodation will be paid for by Club credit card.  Otherwise, the Club will make every effort to expedite any expense claim for such in order to minimize the potential financial hardship on the volunteer or employee who incurred the expense.
d) Incidentals – Where the sanctioned function or work related event occurs over a period of two or more days, the volunteer or employee is entitled to claim up to $10 per day for incidentals including, but not limited to, bottled water, snacks, etc.
e) Travel – Where possible, any airfare or fees for transportation other than a personal vehicle (rental car, train, boat, etc.) will be paid by Club credit card.  Otherwise, the Club will make every effort to expedite any expense claim for such in order to minimize the potential financial hardship on the volunteer or employee who incurred the expense. 

f) Registration fees – Where possible, registration fees for seminars or workshops will be paid by Club cheque or credit card.  Otherwise, the Club will make every effort to expedite any expense claim for such in order to minimize the potential financial hardship on the volunteer or employee who incurred the expense. 

4.0 Alcoholic Beverages:  No staff member or volunteer will be reimbursed for the purchase of alcoholic beverages.  Where the consumption of such occurs during a sanctioned or work related event, the volunteer or staff person should ensure separate receipts so that food and non-alcoholic beverages can be claimed according to the policy.  
5.0 Expense Claims:  

a) Any volunteer or staff person wishing to have expenses reimbursed must complete the Club’s expense claim form in full, attaching the appropriate receipts where required.
b) The expense claim must be signed by the staff person’s immediate supervisor, or by the General Manager or a member of the Board of Directors who has authorized signing authority for banking purposes.  

c) Expense claims should be submitted to the General Manager within one month from the date of incurrence.  

6.0 Budget:  The General Manager is responsible to ensure that expenses do not exceed the budget. 

7.0 Administration of the Policy:  The Expenses Incurred on Club Business Policy shall be administered by the General Manager.

8.0 Relevance and Currency:  The Board of Directors shall review this policy on an annual basis so as to ensure its relevance, and to ensure that the rates described herein are current and fair.
APPROVED by the BOARD OF DIRECTORS  29/10/06


