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To provide eligible 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. 

Reimbursable business expenses must be: 
• Work related
• Modest, appropriate and reasonable
• Balanced among economy, health and safety, and efficiency of operations
• Submitted in a timely fashion, and in the form and manner outlined in this and related

policies

Staff must obtain the authorization of their Director/Manager prior to incurring any expenses for 
which they require reimbursement. If approved, the following expenses will be reimbursed to staff. 

1. Travel

• Includes mileage, rental vehicles and fuel, parking, tolls, public transportation
including taxi, air, train and bus.

• See policies FIN.0418 Travel - Mileage and FIN.0419 Travel- Not Mileage for
details.

2. Meals

• Includes reasonable costs for meals of up $45 per day. There will be no
reimbursement for alcoholic beverages. Meal caps as follows:

Breakfast $10.00 
Lunch $12.50 
Dinner $22.50 

• See policy FIN.0419 Travel - Not Mileage for details.

3. Accommodations

• Includes reasonable hotel, motel and other accommodation expenses
• See policy FIN.0419 Travel - Not Mileage for details.














