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6.2		Reimbursement of Expenses – 	Appointed Members and Staff - 	Conferences, Seminars, and Other 	Events Policy 
STRATEGIC PLAN OBJECTIVE 
3.3 To provide responsible and accountable governance and management of the EMRC
PURPOSE
To establish a policy governing the reimbursement of reasonable out of pocket expenses actually and necessarily incurred by appointed members of Council, EMRC staff, or a participant staff member, whilst attending approved conferences, seminars and other events that are considered to be in the course of their authorised EMRC duties.
POLICY STATEMENT
Where an appointed member, staff member, or a committee member is authorised to attend a conference, seminar or other event on behalf of the EMRC, expenses incurred will be reimbursed as follows:

Registration Costs
Actual cost of registration for the conference, seminar and/or other event being attended.

Travel and Accommodation Costs
Air Travel - Intrastate and Interstate
· Return economy class airfare to the airport nearest the venue.
· Individuals travelling have the option of upgrading to business class travel at their own expense with the difference between the applicable economy rate and business class rate being payable to the EMRC in advance. Personal frequent flyer credits may be used to upgrade travel class however no reimbursement will be made by EMRC in this case.  
Where an appointed member and/or a staff member is required to spend the night away from their normal residence, the actual cost of reasonable hotel or motel accommodation including the night immediately prior to the event and the evening of the last day of the event will be reimbursed.

Air Travel - International Destinations
· Return economy class airfare to the airport nearest the venue.
· Individuals travelling have the option of upgrading to business class travel at their own expense with the difference between the applicable economy rate and business class rate being payable to EMRC in advance. Personal frequent flyer credits may be used to upgrade travel class however no reimbursement will be made by EMRC in this case.  
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Where an appointed member and/or a staff member is required to spend the night away from their normal residence, the actual cost of reasonable hotel or motel accommodation including up to two (2) nights immediately prior to the event and the evening of the last day of the event will be reimbursed, subject to the availability of flights. 

Other Travel
· Travel to and from airports and other terminals at both ends of the journey.
· Train, bus and taxi fares to and from the venue.
· Car rental and associated petrol costs. 
· Personal mileage for use of own vehicle. Where a staff member is authorised to use their own vehicle for business related travel, an allowance shall be paid for the relevant kilometres travelled using the “cents per kilometre method” permissible under the Income Tax Assessment Act.

Accommodation Costs

Accommodation bookings should be made at a hotel, motel, and/or serviced apartment located in close proximity to the conference seminar or event. As a guide, accommodation standards will generally be of a 4/5 star rating with the most competitive rate available at the time of booking being selected.

Meals (including reasonable liquid refreshments served with meals)
The actual cost of the meal consumed with the production of a receipt, or the following rates if receipts are not retained:
· 
· Breakfast  $30
· Lunch  $40
· Dinner  $70


Incidental Expenses - including dry cleaning, telephone calls (necessitated by attendance at the conference), parking, and internet access
Actual reasonable expenses incurred as included on the accommodation account or supported by receipts or credit card accounts.

Accompanying Person(s) 
Appointed members and/or members of staff may travel with an accompanying person(s) provided:
(i) the accompanying person(s) does not incur any costs at Council expense; and/or
(ii) the presence of the accompanying person(s) does not interfere with the business requirements of the travel. 

The only exception to point (i)  is the nominated cost for conference related social functions ie: dinner or cocktail function  for the appointed member’s and/or staff member’s partner, which will be reimbursed.

Cash Advance
A cash advance of $70 per day for the duration of the event will be made to an appointed member, staff member and/or participant staff member attending the event on behalf of the EMRC. An additional cash advance may be made, at the discretion of the CEO, when it is apparent that payments by cash will exceed $70 per day. 

Persons receiving cash advances are liable to reimburse EMRC for the difference where the advance exceeds the actual expenditure authorised in accordance with this policy.  





Supporting Documentation
All claims for travel related expenses, including cash advance payments, must be supported by provision of the appropriate documentation including receipts, itemised accounts, and/or credit card records.  A Statutory Declaration detailing the exact costs making up the claim is acceptable where a receipt is not able to be provided. 

All supporting documentation should be provided and settled, including outstanding cash advances, within four (4) working weeks following return from the conference, seminar and other event.

Chief Executive Officer Approval
Any expenses incurred which are not related to official travel should be paid personally by the person attending the approved conference, seminar and other event.  

The Chief Executive Officer has the discretion to approve other non-personal out-of-pocket expenses associated with attendance at approved conferences, seminars and other events that are considered to be in the course of authorised duties. 

Certification
The officer for whom the expense was incurred, is where possible, to certify the account.   Discretion is to be exercised to ensure that reasonable costs only are incurred.
FINANCIAL CONSIDERATIONS
An amount will be provided in the annual budget to meet estimated costs.
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