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PREAMBLE/BACKGROUND

The Canadian Association for Spiritual Care (CASC/ACSS) is a national professional association committed to best practice in spiritual and religious care, counseling education and research. The Association aims at clarifying the policy and procedures related to seeking reimbursement for expenses incurred while conducting authorized and approved business of the Association.

POLICY

CAPPE will reimburse individuals for expenses they have incurred in the process of conducting authorized and approved business of the Association. Members may not claim for any expenses covered by their employers. Should the members receive reimbursement from their employers for any claimed amounts, they must immediately remit it to CASC/ACSS National. CASC/ACSS will provide necessary accommodations and meals for authorized members of sister organizations when attending CASC/ACSS’s Commissions and Committees meetings, then will request re-imbursement from the related sister association. Traveling must be achieved in the most economical fashion at all times. 
1. Transportation:

a. Automobile expenses will be reimbursed at 40 cents per kilometer. To encourage car-pooling, an additional 5 cents per kilometer will be paid for each additional authorized passenger. When economy airfare is lower than the mileage charge, economy airfare will be paid. 

b. Car rentals may be pre-authorized if proven as economical alternative. 

c. Airline and train tickets will be reimbursed at the rate of the lowest economy fare.

d. CASC will not reimburse any costs associated with the personal privilege of seat selection, additional flight insurance, or excess personal luggage fees.

2. Meals will be reimbursed up to a maximum of $40.00 per day. Members may not claim for meals provided by CASC. 

3. CASC will not reimburse for alcoholic beverages.

4. Accommodations:

a. Lodging will be reimbursed on the basis of shared accommodations (or half the room rate if private accommodations are preferred).

b. Rate of reimbursement:

i. Up to $75.00 per night.

ii. National Conference – Half of advance room rate for double occupancy, during pre-conference meetings.
c. If required, lodging will be paid the night prior to the beginning of meetings and the night the meetings end.

d. CASC/ACSS will not reimburse for internet cost or any other services not part of the regular room rate. 
5. CASC/ACSS will not reimburse any registration fees, workshop/seminar registration, meals, accommodations, or any other expense related to the CASC/ACSS National Conference. 

6. Co-Chairs Expenses: CASC will reimburse the shared accommodation only for ONE person. CASC/ACSS will also reimburse a single airline ticket, train or Bus, as well as the necessary meals for one person as per above. The second person will absorb all related expenses if he/she decides to attend.

7. As deemed necessary, the National Office will assist our sister organizations by providing traveling, meals and accommodation for their authorized representatives, as deemed necessary, then will request full re-imbursement from the relative organization.

PROCEDURES

1. The Chair of the relevant committee or commission is required to validate and authorize the expense form of his/her members, prior to submitting for reimbursement.

2. The Chair of the relevant committee or commission, must obtain the President’s authorization prior to submitting his/her own Expense Claim for reimbursement.

3. The President must obtain the Treasurer’s authorization prior to submitting his/her expense claim for reimbursement.

4. Members may not submit more than one claim per trip. 

5. Original receipts must be provided for reimbursement.  

6. Completed and signed expense forms are to be submitted to the CASC/ACSS National Office within 30 days of the end of the meetings.

7. Airline tickets are to be booked a minimum of two weeks in advance of the meetings. Late bookings and seat selection bearing additional costs will not be reimbursed.

8. The National Office will report any anomalies to the Chairperson of the Committee or the Commission for correction and to the President for his/her information. 

Exceptions:

Should there be any exception to the above, a written justification and authorization from the President must be provided to the National Office for the records and for the Auditors review.

CASC/ACSS National Office





Toll Free: 1-866-442-2773
140 Bayview Drive, Hacketts Cove




Local: 820-3085
Nova Scotia B3Z 3J9   





Fax: 1-902-820-3087

office@spiritualcare.ca
Page 1 of 2
 2- Expense Claim Reimbursement 

         Rev. October 20, 2011.doc

