——=d TOWNSHIP OF THE Sae—

NORTH .

BY-LAW NO: 23-26

Being a bylaw to adopt the Travel Expense and Expense Claim Policy for
The Corporation of the Township of The North Shore

WHEREAS Section 5(1) of the Municipal Act S.0. 2001, c.25, as amended, grants that the powers of a
municipality shall be exercised by its Council;

AND WHEREAS Section 5(3) of the Municipal Act 2001 S.0. 2001, ¢.25, as amended, provides that a
municipal power, including a municipality’s capacity, rights, powers and privileges under section 9, shall be
exercised by by-law unless the municipality is specifically authorized to do otherwise;

AND WHEREAS Section 5(4) subsections (1) to (3) of the Municipal Act S.0. 2001, ¢.25, as amended,
apply to all municipal powers, whether conferred by this Act or otherwise;

AND WHEREAS the Council of the Corporation of the Township of the North Shore deems it appropriate to
adopt a Travel Expense and Expense Claim Policy;

NOW THEREFORE THE COUNCIL OF THE CORPORATION OF THE TOWNSHIP OF THE NORTH
SHORE HEREBY ENACTS AS FOLLOWS:

1. That the Travel Expense and Expense Claim Policy attached hereto as Schedule “A” be adopted.
2. That the Council/Committee Attendance Record and Expense Claim attached hereto as Schedule “B”
be adopted.

2. That Schedules “A” and “B” be declared to form part of this by-law.

4. This by-law shall come into force and take effect on the date of passing thereof and its short title is
“Travel Expense and Expense Claim Policy By-Law”.

READ A FIRST, SECOND AND THIRD TIME, ENACTED AND FINALLY PASSED THIS 15 DAY
OF MARCH 2023.

Tehy Moo

Rachel Jean $Chneider, Clerk

The Corporation of the Township of The North Shore
P.O. Box 108, 1385 Highway 17
Algoma Mills, Ontario POR 1A0
(705) 849-2213 * Fax: (705) 849-2428



By-Law 23-26

THE CORPORATION OF THE TOWNSHIP OF THE NORTH SHORE

POLICY MANUAL
POLICY TITLE: SUBJECT:
Travel Expense and Expense Claim Reimbursement of Costs
POLICY SECTION: E POLICY NO: 2
EFFECTIVE DATE: March 1, 2023 ENACTED BY:
Resolution

COUNCIL/ICOMMITTEE ATTENDANCE REPORT

Councillors shall submit expense reports at the end of each month to the Treasurer to be reimbursed for approved
expenses.

TRAVEL EXPENSES
It is the intention of the Township of the North Shore that when council/committee members or employees travel on
behalf of the township to attend meetings or conferences, the township will reimburse the costs of such travel, as well

as accommodation and meals when necessary.

The following regulations cover authorized travel expenses for council/committee members and employees. Council
members must obtain approval from Council for reimbursement.

Transportation: (Receipts to be attached)

. Municipally-owned vehicle ~ fuel and parking charges

. Personally-owned vehicle — return mileage rate per kilometre, as per chart attached (Appendix “A”), as
amended, and parking charges

. Cabs, transit and other forms of transportation for municipal business purposes — ticket charges

Accommodation: (Receipts to be attached)

. Hotel expenses for actual cost of room

Allowance for Meals: (Receipts to be attached)

. See chart attached (Appendix "A”) for meal reimbursements rates
Other Special Disbursements: (Receipts to be attached)

. Convention, etc. registration fees if not prepared by the Township
. Telephone charges for municipal business purposes only (Name, location and purpose to be stated)

Accounting for Advances:

» Council and Staff will be advanced a travel per diem, when requested and once approval is received, per the
chart attached (Appendix “A”), as amended.

e Funds advanced for travelling expenses shall be accounted for by completion of approved forms. If funds
advanced are in excess of the total accounted for, the balance of the money is to be refunded to the Treasurer.



By-Law 23-26

PROCEDURES

1. For unscheduled travel and expenses prior to the annual budget, a request shall be made at an open
meeting and a motion made to incur the cost of an individual’s and honorarium where appropriate and travel
on behalf of the Township prior to the expected date of travel. The Township recognizes that pre-approval
for council travel may not always be possible in which case council will approve the expense claim in an
open council meeting.

2. For all expense incurred, the individual shall submit a fully completed Township expense claim form to
receive reimbursement for travel or expenses. Related receipts shall be attached to the expense claim for all
items with the exception of mileage.

RECEIPTS

Original receipts (detailed hotel bills, meals etc.) are required to support a claim. In the case of
municipally-owned vehicles, credit card receipts for gasoline are acceptable. In the case of air, bus or train
travel, the passenger copy of the ticket is required. For type of receipt, please see specific headings i.e.
accommodation, as follows:

1. Transportation
e Where a private vehicle is used, reimbursement will be at a rate set by council’s annual
budget. This amount includes all vehicle costs such as gas, maintenance and insurance.
o Travel distances will be based on the Township of the North Shore Mileage Chart (attached)
as amended or an approved distance table.
¢ Claims for bus, taxi, train and plane charges will be reimbursed. Receipts are required.

2. Accommodation
e Original receipts must be attached to the expense claim form. Shared accommodations are
encouraged when feasibie.

3. Meals
e Meals claimed must be delineated on the expense form and an original receipt must be
attached to the expense claim.



By-Law 23-26 Appendix “A”

Rates

TRANSPORTATION:
Personally owned vehicles - the return Kilometer rate will be established as set out in the chart below.
The rates are an allowance and include taxes. The amount will be reviewed annually.

2023 Per Km Rate
$0.68 per km

MEALS

The 2023 Meal reimbursement rates are set out in the chart below. These rates are a travel per diem allowance for
attendance at approved out-of-town conferences, training and seminars and include taxes and gratuities. The amount
will be reviewed annually and requires Council approval in accordance with Policy E, Procedures and By-Law No. 20-
51, and By-Law No. 21-47.

MEAL REIMBURSEMENT RATE
Breakfast $15
Lunch $25
Dinner $35
With a maximum of $75 per day
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Name:

TOWNSHIP OF THE NORTH SHORE
PO BOX 108, ALGOMA MILLS, ON POR 1A0
705-849-2213 / 705-461-1821

EXPENSE CLAIM

Month:

Appendix “B”

Date

Description Kilometers km
Claimed to &
from

Expense
Type

Dept #

Total km

Signature

km rate @ .68

™~

Grand Total

* If applicable, please attach all receipts and submit for reimbursement.




