ALBERTA DEVELOPMENT OFFICERS ASSOCIATION
POLICIES AND PROCEDURES

POLICY TITLE: Expense Reimbursement

NEW POLICY NO. 10-ADOA-001

ORIGIN/AUTHORITY: ADOPTED BY: EFFECTIVE DATE:
Board of Directors Board of Directors April 30, 2010

REPLACES POLICY NO. REVISION DATE:

Expense Reimbursement:

The Alberta Development Officers Association will reimburse the legitimate association
related expenses incurred by its Board Members, volunteers or contractors on the
following basis:

o Any application for expense reimbursement will include the date, nature of the
expense (description), and the amount submitted on Schedule A, Expense Claim
Form

e All claims for expense reimbursement will be submitted to the ADOA Treasurer
for review and approval and to be paid within thirty (30) days of the expense
being incurred. The failure to do so may result in the expense being delayed or
denied payment. For expenses under $10.00, those receipts can be held no
later than the AGM for reimbursement.

a) Mileage:

Where a Board Member, the Executive Assistant, or committee volunteer is required to
use their own personal vehicle for Association related business, the individual shall be
paid mileage based on the current mileage rate within Policy No. 10-ADOA-002 set by
the Board of Directors, and as amended from time to time.

b) Meals:

Actual receipts must be submitted for meal expenses. If a receipt is not submitted then
the following maximum meal rates apply - $10.00 for breakfast, $15.00 for lunch, and
$20.00 for supper with a daily maximum of $45.00 for meal allocation. Alcoholic
beverages shall not be reimbursed by the Association.

c¢) Parking:
Actual receipts must be submitted for reimbursement.

d) Accommodation
e Actual receipts will be required for reimbursement.
e A maximum claim of $20 per night is available without a receipt for hospitality
associated with staying with friends or family

Schedule A: ADOA Expense Claim Form, as amended from time to time
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