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Policy or Goal Statement: To provide employees with spending guidelines while conducting 
Thames Valley Children's Centre (TVCC) business in the most efficient and cost effective 
manner. This policy applies to all TVCC expenses incurred by staff related to all programs and 
all sources of funding. 

The underlying principles of this policy are: 
a) Accountability: TVCC is accountable for the public funds used to reimburse business,

travel, meals and hospitality expenses. All expenses must support business objectives.
b) Transparency: TVCC is transparent to its stakeholders. The rules for incurring and

reimbursing business, travel, meal and hospitality expenses are clear, easily understood
and available to the public.

c) Value for Money: Taxpayer dollars are used prudently and responsibly. Plans for
business, travel, meals, accommodation and hospitality are necessary and economical
with due regard for health and safety.

d) Fairness: Legitimate authorized expenses incurred during the course of business of
TVCC are reimbursed.

The policy is governed by the Broader Public Sector (BPS) Expenses Directive and the BPS 
Accountability Act. 

Procedures: 

Travel plans and estimated expenses must be pre-approved. Properly completed expense 
claims with all supporting documentation attached should be submitted by the end of the 
following month after expenses are incurred, or by the communicated due date at year end, 
which is generally one week after March 31st. Claims received later than this will not be 
considered for reimbursement, unless the reason for the late submission can be 
justified. The CEO will have final approval on all late claims. 

Only original detailed receipts showing HST details are acceptable proof of payment, not credit 
card or debit card transaction receipts. 

Transportation 

1. The mode of transportation chosen should be one that enables the member to attend to
TVCC business with the least cost to TVCC and the most productive use of the employee's
time, with due regard for health and safety.














