Share & Care Community Services Group Inc Policy and Procedure Manual


Policy


Meals, Accommodation & Incidentals Reimbursement

Date Effective
         March 2002

Date Renewed
         May 2005
Employees who incur expenses whilst travelling on Program business, shall receive reimbursement based on the following scales:

Day Travel
Breakfast
$10.00 max



Lunch

$10.00 max



Dinner

$25.00 max

Overnight

(Other than conferences)



Breakfast
$15.00 max



Lunch

$15.00 max

Accommodation
$150.00 night max



Dinner 
$30.00 max

Incidentals:

Parking, hire etc, as per receipted amount.

Conferences: 
The above overnight costs unless a planned and stipulated accommodation/meals package by an outside organisation, in which their costs will apply.

All claims for reimbursements are to be supported by receipts.

Reimbursements will only by made after the completion of the claims form and its submission

To the Administration Officer for processing.

Reimbursements to employees for costs incurred will be made on the first payday following the

Reimbursement form being submitted. 
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