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POLICIES & PROCEDURES


SUBJECT:	BUSINESS TRAVEL


[bookmark: _GoBack]1.0 	POLICY:	
Staff who are required to use their own vehicle for travel on Ongwanada business during their workday will be reimbursed for expenses incurred as outlined below.

2.0  	PROCEDURE:

2.1	Mileage incurred under this policy shall be reimbursed at a rate of 51 cents per KM.

2.2	At the commencement of an employee’s workday, employees who use their own vehicle to travel from their home, on the employer’s business, to a work related location that is not their employer designated location, shall be paid mileage for only those kilometers travelled in excess of the distance between their home and their employer office location 

2.3	At the end of the employee’s regular workday, employees who use their own vehicle to travel on the employers business to their home, from a work-related location that is not their employers designated location, shall be paid mileage for only those kilometers travelled which are in excess of the distance between their home and their employer office location.

As such, employees working from home will deduct the mileage of their normal commute to and from their employer designated location from all mileage incurred travelling between locations on employer’s business in the course of their working day.  See example below:

	
	
	

	Location
	Example 1
	Example 2

	Business destination (to and from) 
	10km (from home)
	30km (from home)

	Normal commute (to and from employer office location)
	15km (from home)
	15km (from home)

	Mileage claim
	0
	15km



In addition, if employees travel to multiple destinations, they shall be paid mileage for those kilometers travelled on employer business between employer designated locations during the workday (see example below)

	
	
	

	Location
	Example 1
	Example 2

	Business location 1 
	10km (from home)
	10km (from home)

	Business location 2
	2km (from location 1)
	10km (from location 1)

	Business location 3
	2km (from location 2)
	10km (from location 2)

	Total mileage travelled
	14 km
	30km

	Normal commute (to and from employer office location)
	15km 
	15km 

	Mileage claim
	0
	15km



2.4	It is the responsibility of employees using their own vehicle on approved Ongwanada business to ensure that their personal automobile insurance is adequate.  A minimum of $1,000,000 third party liability is recommended See Policy 1-6-45 Use of Vehicles.

2.4.1	the vehicle must be insured at the vehicle owner's expense;
2.4.2	insurance must include business use;
2.4.3	damage or any liability incurred during business use of a personal vehicle will not be reimbursed;
2.4.4	insurance deductible amounts will not be reimbursed;
2.4.5	if the vehicle is involved in an accident, the staff member is solely liable for all associated costs and claims.

2.5	The Travel Expense form 1-6-15 shall be submitted to Financial Services – Accounts Payable no later than 10 working days after month end. Forms must be properly itemized and appropriate original receipts attached. The form must identify the Ongwanada account to be charged and be approved by the appropriate signing authorities. Submission of expenses must be received by finance within a 3 month period of date claimed.  After 3 months the expenses will not be reimbursed.

2.6	Normally the signing authority is the individual responsible for the budget account being charged.  The individual approving the expense statement is responsible for ensuring that the expenses are for Ongwanada purposes and comply with this and any other related policies.  Signing approval limits are as specified in Policy #03-02-02 Signing Authorities.       
	EMPLOYEE
	SIGNING AUTHORITY

	  All Ongwanada staff
	Immediate Supervisor and Manager

	  Ongwanada Supervisor
	Immediate Line Manager and Senior Manager

	  Ongwanada Manager
	Immediate Senior Manager and a second Senior Manager

	  Senior Managers
	Chief Executive Officer

	  Chief Executive Officer
	Board of Governors - Treasurer


Under no circumstances may an employee authorize his/her own travel expenses.

3.0  	LEAD PERSON
Chief, Finance and Administration Officer
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