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	ALLOWANCE FOR USE OF PERSONAL VEHICLES

	Administrative Procedure #: APB005


These administrative procedures outline the process to be followed by the Northeastern Catholic District School Board in compensating staff for costs incurred in using personal vehicles on designated Board business.
 SEQ CHAPTER \h \r 1REFERENCES
· Board Policy 
B-9 Administrative Expenses

T-14 Trustee Support Services
· NCDSB Statement of Travel Expenses/ Reimbursement of Expenses Forms
 SEQ CHAPTER \h \r 1PROCEDURES
1.0 The use of personal vehicles for Board related travel is subject to the approval of an immediate supervisor with first considering the use of our contracted car rental services. Such authorized travel shall be reimbursed at the current approved mileage rate.

2.0 Claims will be submitted on recognized claim forms as prescribed by the Finance Department. 
3.0 Electronic claim forms may be obtained from the Board's website. 
4.0 All claims must indicate starting point, destination(s), and distances between locations. 
5.0 No claims will be paid without an employee's direct supervisor's signature of approval and a     correct account number. 
6.0 Any employee claiming for reimbursement must carry public liability insurance coverage in an amount not less than $1,000,000. Employees are advised to notify their insurance company that they may use their vehicle for business purposes.
7.0 Claims must be submitted regularly (at least quarterly) throughout the Board's fiscal year (September 1 - August 31), and in all cases by August 31st (to be received no later than September 15th).
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