
Q Village of Port Clements

0 

() 

Travel and Per Diem Expense Policy for Council and Staff 
Policy No. 1, 2018 

Prepared by Clerk/Treasurer Heather Nelson-Smith 
Amended by Administrator Kim Mushynsky 
Amended by Chief Administrator Officer Ruby Decock 

Adopted: June 23, 2008 by Mayor and Council 
Amendment adopted: June 3, 2013 
Amendment adopted: April 16, 2018 

Replaces all prior Council and Staff expense policies and bylaws 

Last Reviewed: September 7, 2021
Next Review: September 2023

Application -This Policy applies to Council and all Employees, except as agreed otherwise 
by separate Employment Agreements. 

This Policy describes compensation and the reimbursement of travel expenditures incurred by members of 
Council and employees in the perfonnance of their duties. It includes infonnation on the type of 
expenditure, claims, advances, daily allowance and guidelines for the reduction of daily allowances. 

The Village shall reimburse members of Council and employees for reasonable travel expenditures 
incurred in the performance of their duties. Such travel expenditures will include those for the attendance 
of training sessions, seminars, and conferences. The expenditure shall be included in the financial plan. 

• Mayor and Council member's attendance at conferences, courses and other meetings shall be

pre- approved by Council. The adoption of Council's Committee annual appointments shall be

considered pre-approval for the representative's attendance for those committee meetings.
• All Employees' attendance at conference and other related Village business must be pre-approved

by the Chief Administrative Officer.
• No expense claims will be provided for spouse or other relatives that accompany the Council

member or employee. All expenses for spouses shall be at the expense of the individual.
• No expense claims for costs incurred from extension due to personal issues or circumstances will

be considered or reimbursed (for example: if an employee stayed an additional day after a

conference to meet with a friend when they could have returned to the municipality and incurred

an extra night of hotel cost, then that additional cost will not be reimbursed by the Village). All

expenses must be incurred through the perfonnance of Village business, or due extenuating

circumstances created by nature (ex. Bad weather) or the service providers (ex. flight cancellation,

hotel double booking).
• Travel arrangements must be calculate to minimize costs and the amount of time away.
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