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TRAVEL REIMBURSEMENT POLICY
As a non-profit organization, stewardship of CLUBNAME resources is essential. Our policy is to reimburse individuals for approved, reasonable, proper and necessary travel expenses incurred in conjunction with activities pre-approved by the Board of Directors as part of the annual Budget Approval process. All travelers, both staff and volunteers are expected to minimize the costs of travel as much as possible or reasonable. CLUBNAME expects everyone to act responsibly and professionally when incurring and submitting costs.
Travel

Travel expenses will be reimbursed in full for authorized travel.  Authorized travel is that which was contemplated and approved in establishing the budget for the year.

Car mileage expenses will be reimbursed for authorized travel at a standard rate approved by the Board of Directors. The current rate is $0.40/km. Allowable kilometer amounts will be in range with mapping tool estimates such as Google Maps. The club will not be responsible for fuel, maintenance, traffic or parking violations. Note CLUBNAME does not pay for local travel to and from the club facilities.

Car rental will be for compact-sized cars (unless otherwise approved by the Board) at an authorized agency that has the most economical rates.

Air travel for the club would be an unusual situation that only would happen in special circumstances under the direction of the Board. Any air travel would be booked centrally by a Board Member. In no case will fares above the economy level be reimbursed.
Accommodation & Meals

Authorized accommodations costs will be reimbursed upon submission of original receipts.  All hotel accommodations will be approved before being booked by the Head Coach. 

A maximum allowance for authorized meal costs will be set by the Board of Directors. The current rate is based on $40 per full day and reimbursed upon submission of original receipts.  
Purchases of alcohol will not eligible for re-imbursement.

Other Out-of-Pocket Expenses

Parking, taxis, and similar expenses are reimbursable upon submission of original receipts.

Note the following are examples of expenses that will not be allowed: personal travel insurance; childcare; toiletries or grooming products; traffic or parking violations, expenses occurred by family members; personal entertainment such as movies, in room movies, sporting activities etc.
In cases of unusual or unforeseen circumstances, the Treasurer and Club President will decide the reimbursement for any questionable expenses (for example if a vehicle maintenance issue causes a delay).

Request for Reimbursement

Individuals seeking reimbursement must complete the Club Travel Reimbursement Request Form. The form must be fully and accurately completed, and submitted to the Board of Directors. The form must be accompanied by original receipts for all activities for which reimbursement is sought. Electronic (scanned) copies of the receipts are preferred. 
In the event that it is impractical to obtain a required receipt or if such receipt has been inadvertently destroyed, the individual must furnish a written statement to that effect, as well as an explanation of the expenditure involved.

To receive mileage reimbursement, the traveler must include the details including number of kilometers traveled, departure and arrival location for each trip, and purpose of trip.

All requests for reimbursement for must be submitted within sixty (60) days of the conclusion of the event attended. Any request submitted after sixty days will be declined. (An appeal in unusual situations could be made to the Club Executive.)

Any questions related to the content of this policy or its interpretation should be directed to the current Club President. This policy will be reviewed annually to ensure appropriate reimbursement and daily maximum meal rates are in place.
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