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POLICY: 
 
The Chief Financial Officer (CFO) or the Chief Administrative Officer (CAO) on 
budget approval for such purposes, may reimburse expenditures as listed below 
and incurred by an officer, an employee, a council member and other authorized 
individuals and persons while representing the municipality, engaging in 
municipal business, attending  meetings, courses, conventions, seminars and 
training in work related matters. 
 
PURPOSE: 
To reimburse all costs associated with City business by the most cost effective 
means. 
 
PROCEDURE: 
 
Use of City Vehicle:   
 

- If available for use, using a City owned vehicle for City business should be 
the first consideration unless an alternative mode is more cost effective. 

- All receipts submitted with respect to fuel and maintenance (should any 
emergency arise eg. flat tire or other necessary mechanical) while 
operating a City vehicle will be reimbursed to the payee. 

 
Use of Individual or other vehicle than those owned by the City, if a City vehicle is 
not available:  
 

- Mileage will be reimbursed at the rate approved in the Income Tax Act 
unless it is more cost effective to commercially fly.  

- Vehicle mileage to reach and return from a flight destination will be 
reimbursed at the rate approved in the Income Tax Act.   

- Mileage to be calculated as the maximum mileage specified as the shortest 
route over assigned highways.   

- Extraordinary mileage may be claimed separately for the exact number of 
kilometres travelled provided by an acceptable explanation or at the 
discretion of the CFO or CAO, or acting person therein. 



 

 

 
Use of Individual or other Vehicle than those owned by the City if a City vehicle is 
available:   

- Those choosing to utilize their own means of automotive transportation 
when the City has an available vehicle, (provided it is not more cost 
effective to commercially  fly) will be reimbursed for fuel only by 
submission of gas receipts for that period of travel.   

- An exception would apply, if a group travelling numbers more than to 
practically fit into available City vehicle(s), then reimbursement for mileage 
at the approved rate in the Income Tax Act would apply to those 
individual(s)not travelling via a City owned vehicle.  

Airfare:  

- Within Canada, the actual cost of airfare from Castlegar, Grand Forks or 
Kelowna to destination and return supported by an airline ticket receipt.  

- If travel is into the United States, the actual cost of airfare from Spokane, 
WA to destination and return supported by an airline ticket receipt.  

 
Car Rental:  Actual cost inclusive of insurance coverage and drop-off charges 
supported by receipt. 
 
Ferry Fare: - Actual cost inclusive of vehicle or walk on charge supported by 
receipt. 
 
Accommodations: 

- Actual cost supported by hotel/motel receipt and tips and gratuities. 
- If travelling on City business to destinations outside the greater Grand 

Forks area and such destination can be achieved within a return travel time 
of eight hours during daylight or less, no overnight accommodation will be 
paid by the City unless circumstances such as unsafe weather arises. 

- Actual cost of business internet, telephone, and telefax charges supported 
by receipts.  

 
Taxi/Airport Limo Fare:- Actual cost supported by receipts. 
 
Workshop, Seminar or Convention Registration/Course/Training Materials Fees: 
Actual cost supported by receipts. 
 
Meals and Incidentals per diem rate:   

- An allowance of  $80 per day outside of City boundary without receipt.  
- If meals are included in the registration, convention, seminar or workshop, 

an allowance of $50 per day may be claimed.

- Meals and incidentals not involving overnight stays outside of the 
municipal boundaries must be claimed on actual basis when a member of 
Council or City Employee is performing duties for the City   



 

 

 
Telephone/Telefax:  Actual cost supported by receipt. 
 
Membership Fees/Dues:- Actual cost in approved and direct work-related 
organizations. 
 
Parking Fees:  Actual cost supported by receipts. 
 
Homestay:  An allowance of $30 per night in lieu of hotel accommodation. 
 
Travel Insurance: Actual cost supported by receipts. 
 
Attendance at Conventions, Courses, Etc.:   
 

- The Chief Administrative Officer will approve the reimbursement of 
expenses incurred by the Mayor & Councillors (subject to approved policy 
and resolutions of Council) 

- Department Head(s), CAO or CFO will approve Staff attending conventions, 
courses, or other approved municipal business for the dates of the activity 
inclusive of travel days. 

- Reimbursement for expenses incurred in attending pre-convention and 
post-convention seminars and courses must be approved by the 
Department Head, Chief Administrative Officer, or Acting Person therein, 
prior to departure. 

 

Other Reimbursements: 
 

- Actual cost of meals and incidentals incurred in entertaining visitors, 
guests, members of council, committees, members of other community 
agencies, groups and individuals on authorized municipal business within 
and outside of the City boundary supported by receipts. 

- All reimbursements for expenses shall be on an approved form.  Claims for 
reimbursement of expenses shall be filed by those individuals claiming the 
expenses within 5 working days of return from the approved trip, course, 
training, convention and other municipal business. 

 

Spousal/Partner Expenses:  
 

- May be paid by the City if it is beneficial for the interests of the City such as 
at official functions of Governor General, Prime Minister, the Premier, Lt 
Governor General and entertainment of official foreign visitors and 
ministerial delegations. 

- May be paid in relation to Banquet/Reception meals, if in attendance. 
- Expenses relating to “Partner Programs”, flights or other separate 



 

 

transportation costs and other incidentials that are not shared with a 
member of Council or City employee (eg shared accommodations, shared 
automotive travel would not count), shall be paid by the member of Council 
or employee 

 

Approval: 

- All claims for reimbursement of expenses must be signed by the claimant 
and counter-signed by either the Chief Administrative Officer, Chief 
Financial Officer or the Corporate Officer. 
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