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All expenditures against the CASARA Operation Budget are to be recorded and recovered by the submission of a claim form.  All completed claim forms are to be forwarded to the Provincial Treasurer for processing.

All checks shall be made payable to members of the organization who’s name appears on the top of the claim form.  All information right side of the claim form needs to be completed.

PART 1: Is to be completed if a vehicle was used.  Indicate the point of departure and destination as well as the date and time of the trip.  Multiply the total kilometers for each leg of the trip by the appropriate rate to achieve the amount owing.

PART 2: Is used to claim meals and lodging expenses.  These expenses are limited to Treasury Board rates as per the National Policy Manual.  Receipts are required for any amount in this part.

PART 3: Is for claiming aircraft expenses.  Attach a copy of fuel cost certification indicating the price of fuel claimed.

PART 4: Is for claiming any other expenses that are covered in the operating budget.  A receipt is required for all items claimed in this section.

Each claim shall be properly dated, signed by two people, the person making the claim and a person with signing authority for the zone.

In the right margin, the expense code that has been approved by the Provincial Board of Directors shall be included for each item claimed.

Reference: CASARA National Policy Manual FIN 1, 2, 4, 5, 6

Related Forms: CASARA Expense Claim Form, Expense Codes

