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1. POLICY 
 

1.1 The processing and issuing of expense claims is dependent on the timely: 
a. Submission of the claim; 
b. Internal processing of the claim; 
c. Signing by two officers 

 

2. PROCEDURE 
 

2.1 All Council and Committee Expense Claims will be processed within ten 
working days of submission of the claim. 

 

2.2 All reasonable efforts will be made to have the payment processed and 
forwarded to the Council or Committee Member within fourteen working 
days of submission of the claim. 

 
2.3 Council and Committee Members may sign up for direct deposit for 

expense reimbursements. Expense claims must be submitted to the 

SALPN Office Administrator by the 12th of the month to receive 

reimbursement on the 15th; Or by the 26th  to receive reimbursement on the 

29th. 
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