Focus Volleyball Club Reimbursement Policy

1. Purpose _— O —
This policy outlines the procedures and guidelines for reimbursing board members, coaches, and

volunteers for approved expenses incurred while conducting official volleyball club activities.

2. Eligible Expenses

Reimbursable expenses must be directly related to club operations and pre-approved by the Board
under the Approved Annual Club Budget. These may include:

e Operational Costs: Facilities, tournament fees, club recognition events, digital tools, board
support, etc.
Labour Support: Stipends, honourariums, coach educations,
Travel: Mileage, fuel, parking, meals and accommodations away tournaments or events.
Equipment and Supplies: Balls, nets, uniforms, gear, first aid supplies, etc.
Administrative Costs: Printing, postage, membership or registration fees.
Summer Program Support: Prizing, storage, permits, etc.

3. Non-Reimbursable Expenses

The following are not eligible for reimbursement:

Alcoholic beverages

Personal items or clothing not part of the official uniform
Fines or penalties

Unapproved upgrades (e.g., luxury hotels, premium flights)

4. Submission, Review, Approval and Payment Process

All expenses must be pre-approved by the Board under the Approved Annual Club Budget.
Submit an online Reimbursement Request Form or email description of expense to
accounts.payable@focusvolleyball.ca within 30 days of the expense being incurred or within
14 days of the end of the fiscal year, August 31st, whichever is sooner.

o Attaching the original itemized receipts or digital copies.
Reimbursements will be processed within 14 calendar days of approval.
Payments will be made via e-transfer or cheque.
Claims not under the Approved Annual Club Budget or without receipts may be denied.

5. Special Circumstances

If an expense is not on the Approved Annual Club Budget; does not comply with the policy above;
arises unexpectedly, the requestor and/or the Club Administrator must inform the Board immediately
and provide justification for Board approval.

Approvers may not approve their own claims, unless other approvers are not available and approved
by a Board member.
6. Policy Review

This policy will be reviewed annually by the Club Board and updated as needed.
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