District 60 Toastmasters

2011 – 2012 District Officers’ Expense Guidelines
1. Please submit all expenses within 30 days.  Note that all expenses MUST be submitted within 60 days.  

2. Reimbursement of expenses beyond the 60-Day limit is at the Discretion of the District Governor (DG).

3. All expenditures must meet the guidelines provided, unless there is prior written approval from the District Governor.

4. If there are questions as to whether an expense is eligible for reimbursement, please contact either the District Governor and the District Treasurer PRIOR to incurring the expense.

5. Any expenses submitted for reimbursement which are not in accordance with District Expense Guidelines will be returned to the submitting officer without payment.

6. All expense claim forms must be signed and have receipts attached before they can be paid.

7. Acceptable versus Unacceptable expenses are outlined in the following table.

Acceptable/Unacceptable items on Expenses Vouchers

	Category
	Acceptable
	Unacceptable

	Travel
	· Mileage to: 

· 2 Official Area Gov. visits per Club (Aug. 21-Oct 31. and Feb. 21-Apr 30.)

· 2 Area Gov. visits to forming Clubs in same timeframe as visits to chartered Clubs – one before Christmas, one after 

· District Executive meetings

· 1 Area/Div. Gov. training session before Aug. 31, and mid-year, if applicable

· Club Off. training session for the Div. Gov. running the event (or Area Gov. if appropriate [LGET must pre-approve AG running training event – AG mileage must be pre-authorized by DG])

· Your own Speech Contests
· Subway or city bus fare in lieu of mileage (Transfers/receipts must be provided)
	· More than 2 visits per Club, unless pre-authorized by DG

· Mileage to District Conference and/or District Council Business meetings

· Mileage to facilitate at a Club Officer training session

· Mileage to attend a Club Officer training session

· Mileage for Div. Gov. to make Club visits (other than as a fill-in for an Area Gov. for Official visit)

· Parking fees

· Car rental ,except pre-approved by the District Governor in advance.
· Taxi, except pre-approved by the District Governor in advance.

	Postage/ Telephone
	· Long distance Calls to Clubs, Div. or Area Gov., other District Officers (include copy of phone bill highlighting applicable calls)

· Express Post of ‘Applications to Charter’ to DG (include receipts)
	· Courier or Express Post charges for Club business (Charters, Semis, etc.), unless pre-authorized by DG

· Courier or Express Post charges for items to Clubs, unless pre-authorized by DG

· Courier or Express Post charges for non-critical items 

	Other – Copying, Supplies
	· Photocopying (include receipts):

· Contest / training flyers or information letters to distribute to Clubs
· Reports to present at District Exec meetings

· Agendas, minutes, handouts for Area or Div. Council meetings

· Supplies (include receipts):

· Contest Certificates (certificates of participation or 1st, 2nd and 3rd place winners certificates only), if not supplied by District


	· Promotional material for new Clubs

· Club advertising

· New Club Charter fees

· Club Semi-annual dues

· Area or Div. banners or trophies or awards, etc. 

· Area or Div. web site expenses

· Expenses of Area and Division events, unless approved by the District Governor


District 60 Toastmasters

2011 – 2012 District Officers’ Expense Guidelines
DETAILS – FORMS FOR EXPENSES:

1.  All expenses, including travel, which will exceed $500, must be PRE-APPROVED by the District Governor. 
2. Invoices from External Vendors that require payment to a third party are to be submitted using the “Voucher for Expense Reimbursement” make sure for proper mailing and contact information is provided..  
3. All regular expenses are to be submitted on “Voucher for Expense Reimbursement”.  All expenses, excluding kms traveled, must be supported with copies of invoices attached. For any expense subject to taxes (PST and/or GST, or HST), please ensure that you include the taxes paid for reimbursement.


4. Travel expenses, reimbursed by the mileage travelled in kilometers, are to be submitted  on the  “Voucher for Expense Reimbursement”.  Sufficient information shall be provided in the description of each trip so that it will support the amount claimed.  
In the description field use more than one line if required.

Example

Travelled  from 1 Mill Street South, Clarington to 2102 Lawrence Ave E Scarborough to attend the DEC meeting for September the total Mileage 130.8 Km at 30 cents/km  Total Claim $39.24
Failure to include all the required information,

· Start from

· Travel to

· Reason

· Calculation

May result in a delayed or denied travel expense claim. 
5. Division Club Officers training and Area and Division Speech Contests are self-funding. Revenue collected from these events shall cover the cost of room rental, refreshments, photocopying, supplies, trophies, ribbons, A‑V equipment rentals, etc. Under-estimate attendance and over-estimate costs to arrive at fee to have a forecast surplus.  


6. Area or Division Governors may permit a Club to host a Contest, but Governor is responsible for all financial aspects of the event to ensure a break-even costing. (Generally Clubs, which host Contests on a rotating basis in an Area will use their hall and supply the refreshments from Club funds, thereby averting any charges.)

7. Keep Area/Div. expenses separate from other activity expenses, i.e. Conference Committee expenses (Conference Committee members will be use separate forms and instructions for expense claims).

8. Conference Committee members are allowed to claim travel expenses for attending conference committee meetings using the “Voucher for Expense Reimbursement”
9. Travel and other expenses of all District supporting officers must be pre-approved by the District Governor before any reimbursements are issued or bills are paid.

SUBMISSION FOR PAYMENT

· If there are any questions regarding these guidelines or the expense forms, please contact the District Treasurer, as per the information provided below.


· Please submit ““Voucher for Expense Reimbursement”” for expenses over $500 to the District Governor.  Travel Expense Forms may be submitted by e-mail to the District Treasurer providing they are signed, as they do not require supporting invoices.  All Expense Forms may also be submitted to the District Treasurer at the beginning of District Meetings, or submitted by mail to:


Jim Thibault
District 60 Treasurer

33 Dundalk Drive Unit 20
Toronto, Ontario, M1P 4X6
email:  jim_thibault@hotmail.com
