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Forest City Volleyball Club | Expense Reimbursement Policy

Overview
· It is the policy of the Forest City Volleyball Club to reimburse volunteers (coaches and board members) for reasonable and necessary expenses incurred in connection with fulfilling their volunteer roles on behalf of the club.  
· Any reimbursement for coaches’ expenses are only applicable to the OVA activities including scheduled OVA tournaments, OVA league play and Provincial Championships in the age group the team is registered in for the season.  Expenses associated with exhibition tournaments, scrimmages, playing up an age group and National Championships will be the responsibility of the team.
· Volunteers seeking reimbursement should incur the lowest reasonable expenses. 
· This policy is applicable to a maximum of 3 coaches (1 head coach and 2 assistants) per team.  Expense reimbursement for teams with more than 3 coaches will be at the discretion of the head coach. 
· Any exceptions to this policy are at the discretion of the FCVC Treasurer.

1. 	Expense Submission and Reimbursement
1.1	Requests for reimbursements of travel-related expenses are submitted on a FCVC Expense Reimbursement Form which can be found on the Administrator Page on the FC website.  The report must be accompanied by supporting documentation, where applicable.
1.2	Expenses are to be submitted bi-monthly or sooner where possible.  
1.3	Expenses will be reimbursed via e-transfer or by cheque as requested by the volunteer. 

2.	Allowable Expenses
2.1	Lodging
· If coaches are expected to travel more than two hours on the morning of a tournament, they will be reimbursed for lodging expenses (room and tax only).  Exemptions to this can be submitted to the FCVC Treasurer for approval. 
· Provincial Championships – up to 3 nights depending on the schedule of the Provincials, Grand Prix tournaments or Festival Tournaments.
· Coaches are expected to share accommodations where appropriate. 
· Reasonable lodging rates would be according to the OVA’s Stay to Play guidelines.  Receipts must be attached to the expense reimbursement form.   


2.2	Mileage
· Coaches will be reimbursed $.40/km when driving out of town to OVA sanctioned events in their own age group.
· There is no mileage allowance for tournaments in London
· Coaches are expected to travel together whenever possible.
2.3   	Meals

· $40/day per diem when participating in a full day OVA sanctioned events in their own age group.  The per diem for a half day event is $20. 

2.3        Coaching Certification Fees

· When getting coaching certification, coaches will be reimbursed for course costs. 
· Additional expenses such as lodging, mileage and per diem will be reimbursed at the discretion of the FCVC Treasurer.
· Certification requirements will be determined by and must be pre-approved by the V.P. Volleyball.
· Receipts must be attached to the expense reimbursement form. 
2.4       Other Allowances

· $300 per scheduled missed work day (to a maximum of two days) to the head coach of each team participating in the Provincial Championships or Festival Tournaments in their own age group.  The head coach will distribute the $300 between the coaching staff as he/she sees fit.  
· Direction from the head coach to the treasurer as to the distribution of the $300 is required via email or expense report.
· Reimbursement of vulnerable sector checks when accompanied by a receipt.  This reimbursement applies to all active FCVC coaches.
· Reimbursement of MRS Registration fee when accompanied by a receipt.  This reimbursement applies to all active FCVC coaches.
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