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Purpose: To outline the parameters for expenses incurred on behalf of the CCAPP or while travelling on CCAPP business. 
Policy Statement: Board, committee members and site team members will be reimbursed for expenditures incurred on behalf of CCAPP according to the following policies and procedures.  
Policy Requirements:
1. Requests for reimbursement must be submitted to the Chief Executive Officer (CEO) using the Expense Claim Report and, where required, must be accompanied by copies of receipts.

2. Transportation – 
· the maximum allowable expense is return economy airfare plus attendant travel by airport bus/train/taxi.  Flight cancellation insurance premiums will not be reimbursed.  After booking travel, fees for changing travel times or dates will only be reimbursed under extenuating circumstances. Charges for regular pre-flight seat selection will be covered.

· Travel by private automobile will be reimbursed at a rate of 45 cents per km plus parking fees.
3. Accommodation – 
· For most meetings and activities, hotel arrangements will be made by CCAPP.   In cases where board, committee or site team members make their own arrangements, a single room rate is reimbursable. Reasonable hotel gratuities, baggage handling and internet expenditures will be reimbursed.  
4. Meals –
· Most meals occurring during CCAPP board meetings, committee meetings, site visits or other activities are provided by or paid for directly by CCAPP.  For those meals not covered directly by CCAPP (eg. travelling days), reimbursement will be provided up to a maximum of $80.00 per full day, including gratuities (receipts required).
5. Income Replacement – 
· Board, committee members, and site visit team members may claim for income replacement of $300 per day (generally based on 7 hours of work) for time away from regular employment.  Replacement covers actual time for any meetings or assignments and includes reasonable travel time.  When less than three hours of work is involved, one half of the per diem rate will be paid.
· Income replacements are for individuals participating in CCAPP business and may not be directly assigned to a third party.
6. Board, or committee members and site visit team members who require exceptions to the CCAPP remuneration policy as a result of unusual or extenuating circumstances must request an exception to the policy from the CEO.


AMENDMENTS 
This policy may be amended by the Board of Directors.
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