RANCH Inc.


POLICY MANUAL

SECTION 2:  STAFF
POLICY NUMBER: 2.1
POLICY TITLE:   REIMBURSEMENT OF STAFF EXPENSES 

It is the policy of the Regional Association of Neighbourhood and Community Houses  (RANCH) Inc. to reimburse its staff’s expenses incurred by them on behalf of RANCH Inc. or in the course of RANCH Inc. business as prescribed in the most current Neighbourhood Houses and Adult Community Education Centres Collective Agreement - Pay Table 
RANCH Inc. will not reimburse staff for 

· Unauthorised expenses

· Expenses claimed by staff as a tax deduction

· Expenses normally recoverable from a third party 

· Claims for purchases that are required to be made under a RANCH Inc. purchase order 

· Expenses that are not incurred for business purposes 

· Parking, traffic, or other fines and penalties 

Staff incurring authorised expenditure must, wherever possible, receive, retain and produce receipts, invoices, vouchers, tickets, or other evidence of such expenditure.

It is the responsibility of the Committee of Management to ensure that:

· Staff  are aware of this policy; and

· Any breaches of this policy coming to the attention of the Committee are dealt with as per Section 1: Governance - Policy No: 1.11 Fraud Management 
It is the responsibility of all staff to ensure that their applications for reimbursement conform to this policy. 


POLICY IMPLEMENTATION:





This policy has been implemented by Procedure/s listed below:





Section 1: GOVERNANCE


Procedure No:  � HYPERLINK "../../Procedures%202016/Governance/1.3%20%20Financial%20Responsibilites.doc" ��1.3 Financial Responsibilities� and 


Procedure No:  � HYPERLINK "../../Procedures%202016/Governance/1.7%20Fraud%20Management.doc" ��1.7  Fraud Management�
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