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SECTION 6.1 – FINANCIAL SECTION

6.1.15 Travel and Living – Board Member

Purpose
The purpose of this document is to establish guidelines for travel and miscellaneous expenses incurred by members of the CIC Board of Directors in the course of their duties. To the extent that applicable law permits, and consistent with these Guidelines, individual Board members are responsible for using their good judgment and discretion in incurring expenses while traveling and conducting business related to CIC.
The By-Law
SECTION 7 – DIRECTORS

7.2.3 Remuneration and Compensation - The directors shall receive no compensation or remuneration for their services as directors, but are entitled to reasonable expenses incurred in the exercise of their duty, provided the Corporation has funds from which to pay these expenses.

Applicable Forms
Travel Authorization-Board Member – Form No. CIC0061
Board Member Business Expense Report – Form No CIC0062
Allowances
I. COMPENSATION AND EXPENSES 

A. Compensation 
Board members shall receive no compensation or remuneration for their services as directors, but are entitled to reasonable expenses incurred in the exercise of their duty, provided the Corporation has funds from which to pay these expenses.

B. Out-of-pocket Expenses 
Board members and Officers may submit requests for reimbursement for reasonable and necessary actual expenses incurred while engaged in matters related to CIC duties. Board members and Officers are accountable for CIC funds and must avoid expenses that appear unnecessary or extravagant.
C. Expense Reports 

Board Member Expense Reports are submitted to the Office of the Board Chairman for payment authorization using Form No.CIC0062. Authorized Reports are then forwarded to the CIC office for processing and payment. Expense Reports must include a statement explaining expenditures for activities (other than CIC Board and Committee meetings). If there is a questionable Board member expense submission, the Board Chairman will contact the particular Board member to discuss the submission. If the issue cannot be resolved, the Chairman will refer the matter to the Chair of the Audit
Committee for resolution.  Board Chairman expense reports should be submitted to the Chairman of the Audit Committee for approval, then forwarded to the CIC office for processing and payment.
Any reimburseable expense requires a supporting receipt. 

II. TRAVEL - APPROVAL 

Board members must obtain prior approval from the CIC Board Chairman for travel, other than to CIC Board or Committee meetings, using Form No.CIC0061. Board members will be informed of CIC sponsored and relevant events and may contact the Chairman (or in the Chairman's absence, the appropriate delegate) to indicate a desire to attend. The Chairman will use best efforts to accommodate the requests of Board members wishing to attend such events. Board Chairman must obtain prior approval from the Chairman of the Audit Subcommittee for travel other than to CIC Board or Committee meetings, using the above noted form.
III. TRAVEL-MODE 

A. Long-Distance Transportation 

CIC Board members may travel using regular class fares.  If alternate transportation methods are chosen, reimbursement will be made at the lesser of either actual cost or the equivalent cost for travel using common means of transportation, including airfare and ground transportation. CIC’s finance department will assist with documentation of the equivalent cost when necessary. 

B. Local Transportation 
Members of the Board may choose to rent cars or use taxis, shuttle or car services, or public transportation in the locality where they are conducting CIC business. Costs for transportation to and from members’ homes and airports or stations are also reimbursable. Generally, automobiles should be rented when the cost of cabs would exceed the per-day rental rate or no other convenient and less expensive form of transportation is available. 

1.
Taxi costs should be detailed by trip and receipts provided.
2.
Car rental insurance is provided by the CIC’s general insurance provider when travelling in Canada and the United States and it is not necessary to obtain extra insurance.  Additional insurance must be purchased when travelling internationally. CIC will not be liable in the event of an accident or injury if an unauthorized person (i.e., friend, relative, etc.) has been permitted to operate the vehicle. CIC will reimburse actual expenses for parking charges while the member is using a rental car. 

3.
There are occasions in which the use of a personal auto is the most practical and/or economical method of travel. For use of a personal automobile, members of the Board will be reimbursed at the standard mileage reimbursement rate set by the Government of Canada, , plus parking expenses incurred. Car insurance is to be obtained that ensures a minimum level of $5 million Canadian coverage for liability for any travel outside Manitoba.
IV. HOTEL ACCOMMODATIONS 

Hotel bills must be provided to support charges claimed on the Expense Report. When direct billing to CIC is provided, upon checking out of a hotel, Board members are responsible for paying any non-reimbursable items on the hotel bill. 

V. OTHER EXPENSES 

CIC will reimburse Board members for reasonable costs incurred during their CIC-related travel. 
Reimbursable items include meals, snacks and refreshments , Incidentals and gratuities. The Per Diem rates and incidentals are based on Government of Canada travel guidelines that are included in the following link: http://www.njc-cnm.gc.ca/directive/index.php?did=10&lang=eng
Any expense not covered in the preceding paragraphs or contrary to any of the above policies should be detailed and fully explained on the Expense Report. A determination will be made, as described in Section I, as to whether a particular expense qualifies for reimbursement. 
Board members and Officers may incur business and professional relations expenses under the guidelines set forth below: 

1.
There should be reasonable expectation of deriving Corporation benefits from any such expenses. 

2.
These types of expenses should be limited to those incurred during professional dealings with other members of the composite industry or related organizations or entities, and not during purely social occasions or for the entertainment of persons not related to the composite industry.

3.
All such expenses must list the date, name of restaurant, individuals and company affiliation. 

4.
Alcoholic beverages may not be claimed for reimbursement.

Adopted by the Board of Directors 
November, 2008
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Executive Director, Sean McKay
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