RANCH INC.

PROCEDURE MANUAL
SECTION 2:  STAFF
PROCEDURE NO: 2.1
PROCEDURE TITLE: STAFF TRAVEL


1.0  Staff’s Private Vehicle
Where travel is undertaken using a staff member’s private vehicle the following is required:

(a)  All travel is to be recorded in a suitable Vehicle Log Book. 

(b)  Travel reimbursements are to be made by lodging a travel claim with

      the Treasurer on a regular agreed basis. 
(c)  Claims for travel reimbursements must include the following details:

· Date

· Destination

· Purpose of the travel

· Number of kilometres travelled

· Rate of reimbursement per kilometre

· Total cost being claimed

· Name and signature of claimant
2.0
Public Transport

Where staff travel by public transport the following is required:

(a) Travel reimbursements are to be made by lodging a travel claim with

     the Treasurer on a regular agreed basis. 
(b)  Claims for travel reimbursements must include the following details:

· Date 

· Destination

· Purpose for the travel

· Total cost of public transport incurred  
· The public transport ticket, receipt or a copy thereof is to be attached to the claim
· Name and signature of claimant

SCOPE:


All continuing, fixed term and casual staff of RANCH Inc.
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