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The Union rules and the provisions of the Fair Work Act 2009 and Fair Work 
(Registered Organisations) Act 2009 will prevail over the terms of the policy to the 
extent of any inconsistency. 

All words in this policy have the same meaning as words as set out in VAHPA’s Finance 
Policy and Procedures manual and may differ in meaning from their definition in Union 
rules. 

1. Overview 

It is the policy of VAHPA to reimburse members and employees for ordinary, necessary and 
reasonable expenses when those expenses are directly related to VAHPA business 
operations. Requests for reimbursement of business expenses must be submitted on the 
Expense Claim Form with all relevant and approved documentation to support the claim.  
The Business Expense Reimbursement Procedure sets out the required documentation, 
approval required and how payments will be made. In addition, the procedure gives 
guidelines on reimbursable expenses and provides clarity on non-reimbursable expenses. 

2. Purpose 

The purpose of this procedure is to describe the processes involved with reimbursement of 
business expenses incurred while conducting VAHPA business. 

3. Scope 

It is the policy of VAHPA to reimburse Officers for ordinary, necessary and reasonable 
expenses when they are directly related to VAHPA business operations. However, this 
method of payment should only be used when no other method of payment is available.  

4. Approved business expenses 

VAHPA employees are responsible for complying with this procedure. Employees 
submitting expense claims that are not in compliance with this procedure risk delayed, 
partial or forfeited reimbursement. 

‘Approved business expense’ means the expense has been incurred: 

• with the expectation of deriving some current or future benefit for VAHPA as a result 
of the expense;  

• in line with the VAHPA Finance Policy and Procedures manual, including being 
within budget and delegation limits; and 

• in order to engage in a business meeting or activity or procuring items necessary for 
the performance of the employee’s position and duties. 

Officers are expected to exercise practical judgement regarding expenses covered by this 
procedure.  Reimbursement for business expenses that are not in compliance with this 
procedure requires the prior written approval of the Secretary. 
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No policy or procedure can anticipate every situation that may incur genuine business 
expenses. Reasonable and necessary expenses that are not listed in this section may be 
incurred. Each Elected Official, employee and Manager must use his or her best 
professional judgement in determining if an unlisted expense is reimbursable under this 
procedure, and consult with their manager if in doubt. 

5. Documentation 

VAHPA requires original receipts showing details of items purchased for all expenses 
submitted for reimbursement. It is the responsibility of the employee to ensure that all 
documentation is obtained at the time of the transaction. 

Claims for reimbursement for purchases of $82.50 or over must be accompanied by a tax 
receipt conforming to GST legislation. Where possible, claims for purchases less than 
$82.50 should also be accompanied by a tax receipt, however if this is not available another 
form of receipt shall suffice. 

Requests for reimbursement of business expenses must be submitted on the Employee 
Expense Claim Form. 

All business expenses must be supported by documentation. The supporting 
documentation must include information relating to: 

• the amount of the expenditure 

• the item purchased 

• the date of the expenditure 

• the name of the supplier 

• the business purpose of the expenditure. 

Requests for reimbursement that do not include this information will not be processed and 
will be returned to the employee. 

6. Approvals 

The employee’s Expense Claim Form, together with the required supporting documentation 
must be submitted for review and signature approval to his or her Manager, or in the case 
that the expenditure is above the manager’s delegation level, the Secretary.  

In the absence of the employee’s manager, approval from the next highest level of 
supervision is required. 

The Manager approving expense reports must ensure the following: 

• Expenses reported are proper and meet this procedure’s criteria. 

• The Expense Claim Form has been correctly completed and has the required 
supporting documentation. 
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• The expenses are reasonable and necessary business expenses. 

A manager shall exercise his or her authority only after considering whether the expenditure 
satisfies VAHPA policies. Authority to approve expenditure must be taken seriously. A 
manager may be allowed to delegate their authority in some circumstances, but will remain 
ultimately responsible. The delegation must be accompanied by clear instructions and 
ongoing oversight. 

7. Form of reimbursement 

Any expense claims that total $100 or less may be paid to the employee by petty cash in 
line with the petty cash policy, subject to availability of funds in petty cash. 

If the expense claim total is more $100 then the payment will be made by electronic funds 
transfer (EFT) into the claimant’s nominated bank account. 

8. Reimbursable expenses 

Expenses that may be reimbursed under this policy include: 

Travel, meals and entertainment 

Travel, meals and entertainment expenses may be paid for by expense reimbursement in 
certain circumstances in line with Annexure C: Travel, Meals and Entertainment Policy. 

All VAHPA flights and accommodation that have been approved by the employee’s 
manager will be booked and paid for directly by VAHPA where possible. Payment for 
domestic flights or accommodation by expense reimbursement should only be made 
available in exceptional circumstances.  

Where flights or accommodation are paid by claim for business expense reimbursement, 
the reason for this payment method shall be indicated on the expense reimbursement claim 
form.  

VAHPA accommodation and travel related meals that have been approved by the 
employee’s manager may be paid for by expense reimbursement.  

Taxi travel should preferably be paid for by Cabcharge voucher, however payment by 
expense reimbursement may be made where Cabcharge vouchers are unavailable or when 
taxi travel is unanticipated. 

Wherever possible, petrol for VAHPA owned vehicles should be paid using VAHPA issued 
Motorpass cards. However, when this is not feasible, petrol for VAHPA owned vehicles may 
be paid by expense reimbursement. 

Entertainment costs, including food and beverage dining, must be approved by the 
Secretary prior to cost being incurred, without exception. 

Wherever feasible, VAHPA vehicles should be used in preference to private vehicles. Where 
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the use of a private vehicle for official purposes is necessary and is approved in advance, 
the staff member may claim mileage expenses. Reimbursement for petrol for private 
vehicles may not be claimed. 

Mileage claims must be submitted on the expense reimbursement claim form, detailing the 
number of kilometres travelled, the destination and the business purpose. 

Provision of facilities 

VAHPA will reimburse employees for administration costs providing no other VAHPA 
facilities are available and no other payment methods are feasible. This may include: 

• photocopying costs; 

• facsimile machine costs; 

• telephone costs; 

• internet costs; 

• mobile phone costs; 

• subscriptions; 

• low-value consumables. 

Other expenses 

From time to time it may be prudent for a staff member to pay for other business related 
expenses from their own funds and apply for reimbursement under this policy. This may 
apply when a staff member is required to purchase items online or from a retail outlet, when 
payment by other methods is not possible or practicable, and when the staff member does 
not have a VAHPA credit card or the credit card is up to its credit limit or not accepted.  

Examples of other expense claims which may be paid under this policy include catering 
expenses for meetings, staff amenities, admin expenses, and low value office equipment. 
Other items may also be approved where there is clear justification for payment by this 
method. 

Claims for reimbursement for other expenses should be kept to a minimum. Other expense 
claims must be approved in advance by the Secretary, Assistant Secretary or Finance 
Manager, and be within delegated approval limits and budget levels. 

9. Non-reimbursable expenses 

Examples of non-reimbursable expenses are listed in Annexure C: Travel, Meals and 
Entertainment Policy. 
 

End of Policy 


