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[Options 4 and 5 could also be considered procedures, depending on how "hands-on" your board is].
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Procedural points to consider:	


	
		CORPORATE EXPENSES 
 
To provide a framework for reimbursing employees, volunteers, and directors who incur expenses when doing society business.


1. Both employees and directors may submit claims for allowable expenses they incur on society business at rates and up to maximum amounts set by the board.

2. Both employees and directors may submit claims for allowable expenses they incur on society business. Mileage rates and permitted maximum amounts for meals, accommodation and other expenses will be set at the same rate paid to BC provincial government employees.

3. Every claim for reimbursement will use our standard claim form and be accompanied by appropriate documentation such as a receipt, invoice or mileage log.  

4. Allowable expenses for directors include mileage to and from board and committee meetings, childcare expenses during meetings, and travel, meals and accommodation costs related to educational events, training sessions, conferences or other board business requiring over-night stays. The board may also designate other allowable expenses.   All director expenses must be within the yearly budget and any expenses over $____ must receive prior approval from the board. 

5. Allowable expenses for employees include mileage to and from sites other than their normal work place, or to and from emergency call-outs and meals and accommodation for any society business that requires an overnight stay. They do not include mileage to and from the employee's regular work place. The board may also designate other allowable expenses.  




Allowable expenses for volunteers include [denote allowable expenses]

1.	Mileage rates and allowable maximums for breakfast, lunch, dinner and accommodation. Authority to make exceptions.
2.	Claim form





