RANCH Inc.



     PROCEDURE MANUAL
SECTION 1:  GOVERNANCE
PROCEDURE NO: 1.0
PROCEDURE TITLE: MEMBER TRAVEL SUBSIDY


1.0 PROCEDURE

1.1
Travel claim form to be lodged with the Treasurer or RANCH Inc. Administration Officer at meetings/forums or emailed as soon as possible after the meeting/forum
1.2 Travel Claim forms to include:-

· Name of Claimant

· House/Centre Represented

· Date

· Details of Travel/Meeting

· Km’s travelled 

· Signature of claimant

· Direct Debit Bank Details (if applicable)

1.3 Travel subsidy will be made either by cheque or as a direct debit into nominated account as soon as possible
2.0
DOCUMENTATION  

Ranch Inc. Travel Claim Form


SCOPE


All member Houses/Centres representatives travelling to attend RANCH Inc. meetings/forums
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