Alberta Weightlifting Association

Travel Claim Policy


POLICY STATEMENT

This policy governs the reimbursement of members of the Alberta Weightlifting Association (AWA), whether members of the Executive or otherwise, for expenses incurred in the course of undertaking official business on behalf of the AWA.  Its aim is to clarify those activities for which AWA members are eligible for reimbursement and those for which they are not, and to set reasonable guidelines so as to ensure that reimbursements are administered in a manner that is both fair and consistent.

Administrative Expenses
The Alberta Gaming and Liquor Control Board sets strict guidelines on the use of casino funds to cover administrative expenses.  Casino spending by the AWA should never exceed 10% of our allocation, therefore the AWA reserves the right impose caps on reimbursement or place other restrictions on reimbursement (e.g., accommodation; shared accommodation; car-pooling).  

Documentation
All expense claims and receipts must be delivered to the official address of the AWA within 28 days of the date on which the competition or event took place (the “Expense Date”).  In cases where a competition or event took place over two days, the second day of the competition shall be deemed the Expense Date.  Original receipts should be taped or stapled to an 8.5 X 11 sheet and submitted with the travel claim form to:

The Alberta Weightlifting Association 
8912 – 148 Street NW
Edmonton, AB
T5R 1A1
Attn.: Treasurer

Claims forms and receipts received more than 28 days from the Expense Date will not be processed for reimbursement.  The responsibility for ensuring the timely delivery of the claim form and receipts rests solely with the AWA members submitting the documentation.  Although the AWA will endeavour to process reimbursement requests in a timely fashion, it provides no representation or warranty as to actual amount of time processing reimbursement will take.

In-Province Travel – Competitions
Travel to and from competitions within the Province of Alberta, whether as an athlete, coach, official, or volunteer is deemed activity within the normal course of developing the sport and is thus not eligible for reimbursement.  Upon request, the AWA Executive may consider special dispensation for travel by officials to competitions for distances greater than the Calgary – Edmonton corridor.  For example, travel expenses incurred by an official from Athabasca to a competition in Lethbridge may be eligible for limited reimbursement due to the additional time and travel distance.  

Requests for special dispensation must be received in writing at least one week before the competition date, and eligibility for reimbursement will be determined in the sole discretion of the Executive.  Eligible expenses in such cases may include gas, hotel, and parking.  Expenses for meals and mileage will not be considered for reimbursement.

Out-of-Province Travel  - Competitions
Expenses incurred for travel to and from competitions outside the Province of Alberta but within Canada are reimbursable for coaches, officials, team leaders, members of the executive attending national meetings, and those athletes who have met the funding criteria set out each year by the AWA.  Expenses eligible for reimbursement are as follows:

(a) Coaches, officials and team leaders 
· Entry fees at 100%
· Airfare at 100% based on standard Economy Class fares plus applicable taxes and fees, but excluding fees incurred for changes in reservation unless otherwise agreed to by the Executive
· Hotel room fee plus applicable taxes (at the assigned hotel), based on shared accommodation unless circumstances preclude it
(b) Athletes
· Airfare at rate or level set by the Executive for the individual athlete’s qualification level.  For further details, please see the Athlete Funding Policy.
· Hotel room fee plus applicable taxes (at the assigned hotel), based on shared accommodation unless circumstances preclude it

(c)  Members of the Executive
· Airfare at 100% based on standard Economy Class fares plus applicable taxes and fees, but excluding fees incurred for changes in reservations unless otherwise agreed to by the Executive
· Hotel room fee plus applicable taxes (at the assigned hotel), based on shared accommodation unless circumstances preclude it

Athletes and/or coaches requesting financial support to attend competitions outside of Canada must submit a written application a minimum of 8 weeks prior to that competition.  The provision of funding for competitions outside of Canada is at the sole discretion of the Executive.



Casino Events
The AWA receives a large percentage of its funding from Casino Events occurring every 18 ~ 24 months, the success of which is crucial to the survival of the AWA.  So as to incent AWA members to travel to complete shifts at the casino event, the following expenses incurred by members who travel from out-of-town to the Casino and complete their shift(s) are eligible for reimbursement:
(a) Gasoline up to a maximum of $100 for the return trip;
(b) Hotel room fee plus applicable taxes 
· members are expected to share rooms when other members are traveling from the same city to complete casino shift on the same date;
· if accommodations are available at the casino or other accommodations arranged by the AWA, members who choose to stay at a different hotel at a higher rate will only be reimbursed at the rate quoted by the casino or AWA-arranged accommodations;


Ad-hoc Activities Undertaken in the Normal Course
Ad-hoc activity or activities undertaken in the normal course of promotion and development of the sport of Olympic weightlifting will not be considered for reimbursement.  Activities undertaken in the “normal course” include:
· travel to and from any General Meeting of the AWA
· travel to competitions within the Province of Alberta, , whether as an athlete, coach, official or volunteer, unless special dispensation has otherwise been granted by the Executive.
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