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ADMINISTRATIVE GUIDELINE
Title:  TRAVEL, MEALS & HOSPITALITY EXPENSES
Effective Date:  
June 13, 2000

Responsibility: Superintendent of Business

Revised:   

June 24, 2008



October 11, 2011
RATIONALE: 

The Near North District School Board provides this guideline to inform staff/trustees of the procedures to be followed for reimbursement of expenses incurred during the conduct of Board business.  Board Business includes attendance at meetings, conferences, workshops and professional development sessions.  Limitations on expenses have been set taking into consideration the Broader Public Sector Guidelines of 2010 with a focus on fiscal responsibility, accountability and transparency.
1.0 APPROVAL

Prior written approval is required before any arrangements are made with regard to the following activities:

a. Professional Development – immediate supervisor

b. Attendance at meetings held outside of school board jurisdiction – immediate supervisor

c. Out of Province or International Travel – Board of Trustees
d. Hospitality – Director of Education or Board of Trustees
e. Trustee Professional Development/Conferences – Chair of Board of Trustees
2.0
TRAVEL

Employees and trustees are requested to use the most economical mode of travel taking into consideration travel time, en route expenses, number of staff attending and availability of car 
rentals, flights, trains, etc.   Where possible, employees and trustees are expected to travel together.

Travel from home to the first worksite is a personal expense and there will be no reimbursement by the Board.  Reimbursement will be paid for board-related business from whichever distance is shorter: 

· work to meeting/worksite
· home to meeting/worksite

The following are options which should be considered when travelling on Board business:

2.1
Rental - Board negotiated plan or local rates. Vehicle rentals should be a compact model or equivalent.  Ensure vehicle is refueled prior to returning it to avoid increased charges.
2.2
Air Travel – if it is the most practical and economical way to travel; economy fare.

2.3
Train – if it is the most practical and economical way to travel; economy fare.

2.4
Personal Automobile - Approved rate for the kilometers traveled.  The approved rate will be calculated annually taking into account the following:  

The provincial government mileage based rate of $0.41 per kilometer for the first 4,000 kilometers and $0.36 per kilometer thereafter is the annual mileage rate for employees and trustees effective September 1, 2011.  Subsequently, the provincial government base rate in effect in May of each year will become the annual mileage rate for the Near North District School Board in September of each year.
All employees/trustees driving on Board business must have a valid driver's license and carry insurance on their vehicle. In the event of an accident claims cannot be made to the Board for any damages or deductibles.
3.0
MEALS

3.1
Meals will be reimbursed on a per meal basis.  Itemized meal receipts are required and must be attached to the claim.  Visa slips and debit card receipts are not acceptable.  Reimbursement for meals will be based on the following limits:




Breakfast
$10.00






Lunch

$15.00





Dinner

$30.00


The above amounts are inclusive of all taxes and gratuities.

3.2
Costs over and above the daily meal allowances will be the responsibility of the staff member or trustee. 
3.3
Alcohol cannot be claimed and will not be reimbursed.

3.4
Staff/Trustees will not be reimbursed for meals that are included with the conference or workshop registration fee.  A copy of the registration form must be attached to the claim form.

3.5
When travelling at the request of the Ministry of Education, their meal, mileage and accommodation fees will not be subsidized to the board levels.  Costs over and above the Ministry rates will be the responsibility of the staff member or trustee.
3.6
Normally expense reimbursements will be for restaurant and commercially prepared food only.  If staff and trustees are purchasing grocery items to be consumed while away on board business detailed receipts must be submitted and the items purchased should be commercially prepared food.  
3.7
If a group of individuals is eating a meal together, individual members of the group should obtain an itemized receipt for the individual’s meal.
3.8
Staff/Trustees who fail to attend or fully participate in a pre-paid conference shall not be reimbursed for actual expenses.  Appeals for non payment of expenses shall be determined by the Superintendent of Business.

3.9
Reimbursement will not be provided for meals consumed at home.

3.10
If travel is required as a regular part of your daily job/duties meals will not be reimbursed unless you have obtained prior approval for special circumstances by either the Director of Education or Superintendent of Business.
3.11
Purchase of meals and snacks for meetings and/or professional development activities held during a work day may only be provided if the meeting/professional development session occurs over a normal meal period. 
3.12
Tips and gratuities for meals should not exceed, but can be less than 15%.


3.13
The meal allowance will be reviewed in August of each year.

4.0
ACCOMMODATION

4.1
There is often a substantial difference in rates at various hotels.  Employees and trustees are asked to select the hotel that provides suitable accommodation for the lowest rate.  Contact hotels in the desired area and request their best rate available i.e. government, school board, corporate, or conference.

4.2
Penalties or charges incurred for the non-cancellation of a guaranteed hotel reservation will be the responsibility of the individual and will not be reimbursed.  Only if exceptional circumstances occurred will reimbursement of such costs be considered.

4.3
To claim a hotel expense a copy of the hotel receipt/invoice must be attached to the expense claim.  Claims will not be processed where the receipt is not provided. 
5.0
SPOUSE/ACQUAINTANCE:

When a spouse/acquaintance accompanies a Board employee/trustee while on Board business, the Board shall not incur any additional costs as a result (ie. no additional accommodation, meals or travel costs).  All costs associated with another person accompanying employee/trustee will be at the individual’s own expense.

6.0
ADVANCES

Employees/trustees are expected to pay the costs of travel when incurred and will be reimbursed for these costs by submitting an expense claim for approval to their immediate supervisor within fifteen (15) days of returning from the function.  

Advances may be given for extenuating circumstances and must be approved by the responsible Superintendent or Director of Education.  In this case, expense claims for actual expenses incurred must be completed within 10 days following return of travel reconciling total expenses to the cash advance with under expenditures being reimbursed to the Board by cheque. 

7.0
MISCELLANEOUS

7.1
Expenses for parking, taxis and subways will be reimbursed provided these costs were necessary to conduct business duties and receipts are attached to the claim.

7.2
 Phone charges and internet connection/usage charges will be reimbursed on the basis of actual costs incurred as indicated on the receipt.  Phone charges for personal calls home are permitted for each night away however they must remain reasonable.  Personal calls that exceed $15/day will be the responsibility of the employee/trustee.

7.3
All other expenses incurred during the cost of travel are the responsibility of the employee/trustee.  This would include movies, laundry and dry cleaning services, dependent care, home management expenses, etc.  
8.0
HOSPITALITY
8.1
Hospitality is defined as the provision of food, beverage, accommodation, transportation and other incidental costs using public funds to individuals who are not engaged in work for the Near North District School Board. 

8.2
Hospitality expenditures should only occur under the prior written approval of the Director of Education.

8.3
Expenditures must remain reasonable and be supported by receipts.  Names of the individuals entertained, their roles and the nature of the hospitality must be clearly stated.  

8.4
Alcohol cannot be claimed as a hospitality expense and will not be reimbursed.

9.0
GIFT GIVING

9.1
Appropriate token gifts of appreciation valued at not more than $30 (including taxes) may be offered as expressions of appreciation for service or expertise provided by individuals who are not engaged in work for the Near North District School Board.  

9.2
The gift must not be alcohol.

9.3
The gift must be tangible (ie. not a gift card).  The expense claim must be accompanied by a receipt.

10.0
CONSULTANTS/CONTRACTORS

Hospitality, food (meals, snacks or beverages) or any other incidental expenses claimed by consultants or contractors will not be reimbursed.
11.0 CLAIMS FORMS

11.1
Expense claims are to be detailed either in the Statement of Board Travel and Miscellaneous Expenses form or the Statement for Out of Town Travel Expenses form, whichever applies.

11.2
All expense claims are to be complete including appropriate account coding and are to be signed by the employee's supervisor.   
The signed form is to be submitted to the Accounts Payable Department at the Head Office within 15 days of return from the function. 
11.3
Note that in the event there is an overpayment to the claimant or a Board purchasing card was used for expenditures that are not covered or are over approved limits, this is considered a debt owing to the Board and must be repaid.
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