AUDIT AND OPERATIONAL REVIEW COMMITTEE — DECEMBER 10, 2009

DRAFT COUNCIL MEMBER EXPENSE POLICY

Recommendation
The City Auditor recommends:

1. That the draft Council Member Expense Policy be received for further discussion and
refinement; and

2. That should the Committee approve the draft Council Member Expense Policy incorporating

today's refinements, then the effective date of implementation will be one month after the
Council approval date to allow for fraining of Council Members and their staff.

Economic Impact
There is no economic impact.

Communications Plan

Not applicable as the policy is a draft policy being tabled for discussion.

Purpose

To review the draft Council Member Expense Policy prepared by the City Auditor and to have
open discussion with Members of Council to understand the contents and ramifications of the
Policy before the policy is further refined and finalized.

Background - Analysis and Options

The Preliminary Draft of the Council Member Expense Policy, prepared by the City Auditor, was
introduced to the Audit and Operational Review Committee meeting of November 16, 2009 for
discussion purposes.

The City Auditor was directed fo post the Policy on the City of Vaughan's website and obtain
comments from the public. This was done on the 17" November, 2009.

All Members of Council were also encouraged to provide written feedback to the City Auditor,
After considering comments received from residents and Council Members, the edited
Preliminary Draft of Council Member Expense Policy was discussed at the Committee of the
Whole (Working Session} on November 30", 2009,

Additional comments were provided to the City Auditor,

The Preliminary Draft Council Member Expense Policy was edited (shown in shade) after
considering the comments received from the Commiittee of the Whole (Working Session).

The Draft Council Member Expense Policy is hereby presented for more discussion and further
refinement.

Relationship to Vaughan Vision 2020

This report is consistent with the priorities previously set by Council and the necessary resources
have been allocated and approved.



Regional Implications
Not applicable

Conclusion

The Draft Council Member Expense Policy is being brought forward at this time for further
discussion and refinement.

Atiachments
Draft Report on the Council Member Expense Policy.

Report prepared by:

Michael Tupchong

Respectiully submitted,

Michael Tupchong CA, CIA, CPA, CFE
City Auditor
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Executive Summary:

The proposed Council Member Expense Policy is in draft form and is open for discussion and improvement.
It is based on the recommendations of the City Auditor to improve the current policy. An auditor should not
be respensible for or maintain policies but can make recommendations on their improvement.

The new policy has been prepared and customized for the City of Vaughan. Some selected poalicy
information (from other municipalities) were included as the auditor agreed they were applicable for the City
of Vaughan.

The format (as requested by members of the Audit and Operational Review Committee), shows expenses in
alphabetical order with the Current Policy and the new Proposed Pollcy |n a table format for ease of review
and comparison.

The Council Member Expense Policy shows expenses that may be charged against the Council Member's
Office Budget or against the Council Corporate Budget. The Council:Member Expense Policy includes
“Eligible” and “Ineligible” expenses and may include a "Narrative?: par’agrf h. There is also a section for
*Election Year” at the end of the report. The "Election Year” prowdes the éies for Council Members to
follow during the election year.
Itis proposed to eliminate the Policy No. 01.14 Par 4.1.3. monthly $200 allowance for incidental expenses as
there is no transparency of these expenses and the new policy covers moré’ extensive expenses not
addressed in the current palicy. Incidental expenses: c in be accumulated and claimed with receipts.

It is proposed that the current $450 per month travel aIIowance (Policy"01.05), be increased as it started in
2003. Using Runzheimer figures from Canadian Automobile Association, the amount would be $850 per
month for 12,000 kilometres: $686 per month for 16,000 kms; $704 per month for 18,000 kilometres; $769
per month for 24,000 kms. The approximate average kilometers claimed by Council Members in 2008 and
2007 was 12,000. The City of Mississauga prowded an allowance of $1,442 per month based on 20,000
kilometres for 2009. The City of Brampton prowded an allowance of: $944 per month for 2008 ( no kilometers
are given), s

It is proposed that Council choose bietween a Morithly AIIowance*" ne. documentatlon required by the City} or
to submit monthly Mileage: Cla|ms ‘With the latter now requiring *more information of the “from” and “to”
locations and purpose of business’ trips. The Monthly Allowance would not require submission to the City
of business trave! info n. Travel information for business would be personally kept for Income Tax
purposes as a T4 statement would bé issued for the year. The City Auditor recommends that the monthly
Allowance method be adop _-Busmess park ' celpts would still be required for reimbursement.

For Conferences, Sen i Business Trips;=a per diem for meals is available for overnight stay. There
are also detailed in matlon on eI|g|bIe and ineligible expenses in the Narrative poriion.

Council Members must repart to the:Integrity Commissioner all donations received for Council Member
Hosted Events and all travel costs funded-by a government body or a conference organizer,

The new poilcy requires submigsion of the: ‘summary page of vendors’ invoices for cellular
phones/blackberries and 407 ETR travel claims. Vendor charges for personal related tong distance calls
and/for roaming fees are to be reimbursed back to the City based on the honour system.

Alcohol is a personai expense. except in business hospitality situations of external third parties.

Business meals require original-detailed receipts with information on the business purpose of the meeting
and the names of the paerpants

Spousal/companion expense is a personal expense. However in business hospitality, it may be protocol in
exceptional circumstances, (based on the nature of the event e.g. gala) to have a spouse/companion attend
a function with business constituents, business contacts, representatives of other levels of government,
international delegations or business visitors from out of town

Computer Hardware/Software, Office Decorations, Office Equipment, Office Furniture, Telephone and Fax,
and Wireless Equipment purchased with City funds will now be inventoried by the ITM department and
Building and Facilities department as they are the property of the City and should be returned at the end of
the Council term if not re-elected. The non-returning Council Member can also purchase some of these from
the City at fair market value plus associated taxes.
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A. Purpose

B. Scope

Guidance is provided to assist in distinguishing between Personal Expense vs. Business Expense and
whether an expense is eligible or not. Only business expenses are eligible to be charged to the Council
Member's Budget or Council Corporate Budget.

The dollar amounts shown in the Policy for some expenses are for January 1, 2010 and would increase on
January 1 each year based on the prior year's Consumer Price Index for Toronto as published by Statistics
Canada. For the monthly Travel Allowance, the amount would be adjusted based on the Canadian
Automobile Association annual numbers,

In an Election Year the cut-off date is June 30", beyond which there shall be (1) no ordering of stationery,
office furniture and furnishings, (2) no distribution of media releases, (3) no advertising, {4) no printing and
distribution of newsletters and (5) a discontinuation of community expenses, tickets to events/functions, and
gifts and promotions.

The purpose of the new draft policy is to improve the cu_rrent pollcy by {1) prowdmg more specmc and clear-
cut direction (2) incorporating coverage of more expenses and (3) clarifying what expenses are "Eligible”,
“Ineligible” and any "Narrafive:” that may be applicable for each expense

All Council Members receive an annual @fflce ‘Budget to use at thelr discretion in fulfiling their duties and
obligations in conducting official City busmess as: eEected officials: -

The Council Member Expense Policy sets out ‘the fules that apply to relevant expenses and how
transactions are to be conducted
The Council Member Expense: licy
where noted).

is appllcable to aII-Councﬂ I\J‘Iembers which includes the Mayor (except

_pendltures frorn the:r Officé Budget or staff budgets.
Meet all fmanc:lal legal and Income Tax 6bligations.

Stay within budget guidelines and -expenditure categories outlined in this Policy.

Council Members &re to forward:-requests to purchase Computer Hardware/Software, Telephone and Fax,
Wireless Equipment zind Office Equipment, to the Information Technology Management department, and
Office Decorations and Office: Furniture to the Building & Facilities department, to co-ordinate with the
Purchasing department and ensure compliance with corporate standards. Assets purchased will be
inventoried by ITM and Building & Facilities departments.

Safeguard and maintain all Computer Hardware/Software, Office Decorations, Office Equipment, Office
Furniture, Telephone and Fax, and Wireless Equipment prowded by the City and purchased with City funds,
Ensure that all purchases are in accordance with Purchasing Policies and procedures. If the Vendor of
Record is not used then the reason should be written on the documentation.

Ensure that all goods/services are received in good condition. Invoices and Packing Slips must be signed
(and dated) by the Council Member or his/her designate.

Strictly comply with Council Member Expense Policy, Accounting, Financial and Budget Policies/Procedures
at all times.
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¢  Since Council Members use public funds when they perform their duties, the public expects public funds to
be used prudently.

¢ Council Members are the stewards of City resources and are ultimately accountable to the public and their
constituents for the type and level of expenses they incur.

Council Members' expenses must be reasonable and reflect what the public expects of an elected official.
Council Members' business expenses and personal expenses must be kept separate.

s Council Members are to personally pay for York Region expenses and claim reimbursement directly from
York Region. The City will not pay for York Region expenses on behalf of the Council Member,

s Atthe end of the term, if not returning, return all assets (Computer Hardware/Software, Office Decorations,
Office Equipment, Office Furniture, Telephone and Fax, and Wireless Equipment) provided by the City and
purchased with City funds. Returned assets may be purchased from the Clty at fair market value utilizing
personal funds.

D. Guiding Principles for Allowable Expenses

¢ Council Members or their staff must submit claims for reimbursement at least ofnce a month.

* Al requests for payment or reimbursement for expenses must be supported by appropriate original
documentation, original receipts and proof of pavment*Cr’edit card receipts on their 'd'wn will not be accepted
without any explanation.

» In cases where additional information is required to support the expendlture this is mentloned in the
narrative section of the allowable expense.

s All business meeting expenses and business hosp.'tahty expenses must be supported by (1) original
detailed receipts, (2) signed credit card recei nd provide details of 1) Business Purpose of Meeting 2
Names of Participants . Alcohol is a personal expén is acceptable as a reasonable expense in
business hospitality situations. Spousal expenses, w re mainly personal may be acceptable at
business hospitality situations if |t is protocol for '
event e.g., gala.

» Council Members or their authorlzed statf must 5|qn off aII receipts, invoices and packing slips with original
signatures (signature stamps and electromc sngnatures will not be accepted).

* Only business expenses:are considered. allowable expenses and will be reimbursed.

s [f the Policy is not strlctly adhered to, then the expenses Wl|| not be paid with City funds and will be

considered a personal expense:

s Incases of dlspute' etween the Flnance department and any Council Member with expense claims, the City

Auditor should be consuited on the intended interpretation of the Council Member Expense policy in
questlon f the dispute is still not resolved then the dispute will be brought forward to the Audit and

al-Review Commlttee for a finalruling.

« The dollar -amounts shown inthe Policy for some expenses are for January 1, 2010 and would be
automatically adjusted on January 1 each year based on the prior year's Consumer F’rice Index for Toronto
as published by Statistics Canada.: For the monthly Travel Allowance, the amount would be adjusted based
on the Canadian Automoblle Association annual numbers. The City Clerk will provide Members of Council
with the updated doJI" , mounts each year.
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E. Business vs. Personal

In some cases it is not always clear whether an expense is “personal” or “business". The following may help to
clarify and facilitate the decision.
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Business:

Business expenses are incurred in the interest of the City for the advancement of the City.

Business expenses support the attainment of the City's approved goals and objectives.

The City wilt only pay for business expenses incurred in furthering the interest of the City.

A business expense is incurred for the City's benefit and not for a personal benefit.

An expense incurred in troubleshooting and problem-solving City issues and problems, is a business

expense.

Business expenses are subject to the normal approvals that are contemplated in the City's Purchasing

Policies and other policies and are permissible expenditures.

Business expenses are eligible for reimbursement; personal expenses are not

Council approval is required for a Council Member(s) to represent the:City (all Council Members) in an
official capacity at an event or function and the expense is a busmes ense chargeable to Councif

Corporate Budget. RS

Without Council approval, the Council Member is not representln the City (al! Council Members) in an

official capacity at an event or function. He/she is therefore representing his/her.ward or region in a

personal/business capacity. If in a personal capacity, then-thie expense is personal; if in a business capacity

then it is business expense and would be charged to the: Council Member Budget.

If there is doubt and it is not certain whether the expen & is business or personal, then itis more than likely

personal. A business type expense can be supported and defended ‘against any chalfenge.

Personal:

Clty funds should hotbe used to pay for’ any per l.expenses. Any expenses of a personal nature will not
be paid/reimbursed. by the City." '

Travelling from hiome to- ‘work (normal place of work) and return, is considered a personal expense. This is
reinforced by the Canada Revenue Agency

Depan‘ment celebrations of staff blrthdays and retirements are considered personal expenses.

Expenses for: goods and services of a personal nafure are the responsibility of the individual elected official
and will not be paid by the City. .

Not allowed are the extra costs of personal entertainment, golfing, tours or meals associated with ancillary
events such as sightseeing excirsions or evening outings when attending a conference or seminar.
Expenses claimed in excess:of what is considered reasonable or non-allowable expenses will be considered
to be a personal expense and the responsibility of the claimant.

Alcohol expenses involving only City staff and/or Council Members will not be reimbursed.

The City will not be responsible for claims relating to:

Loss of personal effects

Medical and hospital treatment beyond City benefit guidelines.

Purchase of personal goods(trunks, luggage, clothing, souvenirs etc).

Lost luggage, lost cameras and other misplaced belongings.

Alcoholic beverages (as outlined in the policy).

In-suite services relating to movies and bars.

Personal equipment.

Personal services, shoe shines, valet services.

000000
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+ The policy sets out the maximum the City will pay for travel allowances and related costs. Individuals may
choose to upgrade at their own expense.

* Any additional fees incurred as a result of a spouse (or significant other) attending a conference (e.g.,
registration, accommodation, meals, travel, etc.) shall be paid for by the employee/elected official.

* Personal expenses incurred by a spouse or companion such as additional accommodation expense, golf
tournaments, dinner dances, tours etc. will not be paid by the City.
The Corporate Credit Card shall not be used for personal use including personal vehicle EXpenses.
Where an invoice contains expenses of a personal nature, Councit Members or their staff must reimburse
the City for these personal expenses when they submit the request for reimbursement or payment of the
expense.

F. Review and Sign-off Process

» Council Members are responsible for authorizing and signing ail expenditures.

» (1) A Council Member's Expense Submission Form with complete signed supporting documents should be
submitted for reimbursement or (2) Purchasing documents with complete signed:-supporting documents
should be submitted for payment to Vendors. E o

*  Council Members’ expenses are reviewed by the TBD fo ensure compliance with the €guncil Member
Expense Policy and are approved by him/her by way 6fsignature and:-date, before they-are sent for payment
processing. EL o

G. Budgets “

s The Council Budget shall be broken down into: (1) Council:Corporate Bugdget and (2) Individual Council
Member Office Budgets on the principles that items that are-shared are-charged to the Council Corporate
Budget and items that can be attribilted to an Individual Councillor are charged to the Individual Council

Member Budget and that Council Members are provided with a consistent level of corporate support.
» The Council Corporate Brdget and the‘individual Cotncillor Members' Budgets are subject to the City
Budget review processiand are subje the current.year's budget guidelines.
* The Council Corporate Budget and thedndividual Council Members' Budgets must be administered in
accordance with policies and proceduresof the:City as well as other statutory requirements.

rannual office budget to pay for expenses that are allowable in the

t can be directly atfributed to Individual Members of Council wiil be charged to the individual
Office Budget of each Member of Council.

*  Council Members ¢annhot exceed their annual office budget. Any over-expenditure will be the personal
responsibility of the Gouncil Mefviber and will be paid by the Council Member.

» Office budgets cannot betransferred between years. Any surplus in one year may not be transferred to the
next year. If a Councit Member is under budget and has surplus funds very near the end of the year, s(he)
should not feel compelled fo spend the surplus funds by year end.

« The Individual Coungillors’ Budget totals must be approved by Council, with each Member of Council having
discretion over allocations and spending within their own budgets in accordance with policies and
procedures of the City as well as other statutory requirements.

* Individual Members of Council are responsible for preparation and allocation of expenditures within their
individual budgets within the council approved budget levels, with the exception of any item established by
by-law.

* Individual Members of Council are responsible for monitoring their individual budgets. Members of Council
will be provided with monthly budget reports relating to their individual budgets.
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» Each Council Member's staff will have purchasing responsibility for individual Council Member's
expenditures.

» The remuneration for Members of Council as established by by-law, will be charged to the Individual Office
budget.

. Council Corporate Budget

» To fund general support for all Council Members.
e Anexpense on behalf of, or shared by all Council Members.
o Council as a body share certain resources and receive a consistent level of corporate support related to the
basic functions of the office. These items are allocated to the Council Corporate Budget.
The Council Corporate Budget must be approved by Council. :
The Council Corporate Budget is prepared and monitored by the Clerk’s Department in accordance with this
policy.
* The Clerk's Department will have purchasing responsibility for.]

e CouncrI'C'o'rporate Budget expenditures.

G

. Process and Timing:

. November 16, 2009 wliy
o Preliminary Draft of Council Member Expense otrcy presented fo Audit and Operational Review
Committee for discussion. :
. November 17, 2009 o
o Preliminary Draft of Council Member Expense Polrcy posted on the City of Vaughan website.
Residents were encouraged to provide their comments t he City Auditor,
o All Members of Coungil were also encouraged to:provide Wwritten comments to the City Auditor
and to also copy all’ Members of Councr :
. November 30, 2009 g ,
o Prelrmlnary Draft of Councrl Member Expense Policy is to be discussed in Committee of the
Whole { Werking Session). Suggestions which are agreed by the majority of attending Members
of Council are to.be incorporated. into the Preliminary Draft of Councii Member Expense Policy
which is then to -be brought forvard to December 10, 2009 Audit and Operational Review
himittee for further discussion and refihement.
. December 10 200 :
o Draft Council 'Member Expense Policy with revisions are to be discussed at the Audit and
. Operational Review Comnittee. Further revisions may be required to arrive at a “workable
“document” to be rmplemented on January 1, 2010. A proposed task force may be implemented
at this meeting. :
The recommendations: of the Audit and Operational Review Committee are to be ratified T the
Council:meeting of lecember 14, 2009.
. December 14, 2009+
Ratification oj the recommendations of the Audit and Operational Review Committee to the Draft
Council Member Expense Policy.

. January 2010:
Training for Council Members and their Executive Assistants.
. February 1, 2010:

Effective start date of the new policy.
From this date, all expenses must adhere to the new policy.
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COUNCIL MEMBER EXPENSE POLICY

Expenditures are in alphabetical order, and are to be charged to Council Member Budget, Council Corporate
Budget or City deparimental budget where applicable.

Dollar Amounts in the New Policy are for January 1, 2010. They should be adjusted increase on January 1
each year. See Guiding Principles.

EXPENSE CURRENT POLICY PRQPOSED POLICY
TYPE
Approval 03.19 Council resolved: & Council Members are respon5|ble for thelr own expenses
Process and sign their validity, a g Verity-th;
That effective January 1, : Jiancewi ’"*t"h
1997, credit card
expenses for the Chief
Administrative Officer be
approved by the Mayor, :
and credit card expenses | o [f the Policy is not strlctly adhered to, then the expenses
for the Mayor be approved will not be paid with City funds and will be considered a
by the Chief
Administrative Officer.
: ¥ mﬂ\[l dlsputes WI|| be brought
'forward.to the” Abdit-and Operational Review Committee for
afinal ruling.
Advertising Elie .-bh__aw Expense ( Council Member Budget):
and « Paid advertising that is related to the business of the City

Promotion(1)

Member Budg t).

and/or York Region in all types of media.

dverhsmg that supplements City advertisements to
promote specific programs/events, such as Environment
Day, park opening.

* Design and production costs for the advertising.

‘JMHollday greetmgs congratu[ahons onggpalf ofan

ineligible Expense:

s Paid advertising that a Councul Member places after the
cut-off date of June 30™ during an election year.

+ Paid advertising that promotes political parties, or
candidates in any election campaigns.

Narrative:

+ For reimbursement, the Council Member must provide the
itemized originaf invoice from the media organization
stating the name of the publication, the dafe that the print
ad appeared or that a television or radio ad aired.

s A copy of the print ad must also be provided.
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Advertising
and
Promotion (2)

3.1.4 Holiday greefings and
advertising on behalf of all
Gouncil Members. Advertising is
fimited to Christmas and Rosh
Hashanah in the appropriate
local newspapers. Season's
Greeting cards are disfributed by
the Mayor’s office on behalf of al
Councit Members. (Council
Corporate Budget)

Eligible: {Council Corporate Budget)

» Holiday greetings and advertising on behalf of all Council
Members. Advertising is not limited to any religion but is
determined by Council in the appropriate local
newspapers. Season's Greeting cards are distributed by
the Mayor's office on behalf of all Council Members.

Note:

This section is to be read in conjunction with the above section.

Books, 4.1.8 Subscriptions and Eligible Expense (Council Mlember Budgel):
Magazines, | publications.(Council « Books, magazines, newspapers and pericdicals that are
Newspapers, | Member Budgef). related to the business of the City and/or Region of which
Periodicals the City is a part of.

Ineligible Expense:

» Lifestyle / entertainment magazines (e.g. sports, cooking,
gardening, fashion, celebrities, travel, how to etc.).

Narrative:

+ Name of book or magazine must be included on the
invoice.

«  Council Members must identify the business purpose for
the books, magazines, newspapers, periodicals when the
business reason is not evident.

+ Delivery address can be City Hall office, or Home Office.

¢ Council Members must provide an original subscription
invoice or renewal notice indicating delivery address of
publication.

Business 4.1.14 Reimbursement of Eligible Expense ( Council Member Budget)
Hospitality expenditures for business  Facility rental.
Expense (1) | meals with staff and/or »  Council Members' expenses for food and beverages
exfemnal persons with - . .
supporting documentation re!atc_ed to bu_snness mealls or recept[ons with external
and receipts. { Council parties (bugmess constituents, business conta.cts, .
Member Budget) representatives of other levels of government, international
4.1.9 Expenses (aitfine, delegations or business visiters from out of town).
accommodaljon, meals, efc) | » Reasonable alcohol during meals or receptions involving
authorized by Councl, business hospitality.
-relating fo attendance ata | o  Reasonable entertainment expenses.
Cily function or special Narrafive:
event. (Council Member — a.
Budget) ee Gmdmg Pmrirlclples
Business 3.1.14 Special catering Ellgmle (Councll Corporate Budge )
Hospitality required for visiting »  Where Councif decides that a business hospitality situation
Expense (2) | dignitaries .{Council has arisen whereby special catering is required for the

Corporate Budget)

Mayor and all of Council to host external parties (special
constituents, business contacts, representatives of other
levels of government, international delegations or visitors
from out of town).

» Reasonable alcohol during meals or receptions involving
business hospitality.

e Reasonable entertainment expenses.
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Marrative:
See Guiding Principles.
This section is to be read in conjunction with the above section.

Business 4.1.14 Reimbursement of | Eligible Expense( Councii Member Budget):
Meeting expenditures for business | «  Business meals in the interest of the City of Vaughan for:
Expense (1) | meals with staff and/or meetings with City employees, Council Members’ staff,
external persons with other Council Members or employees of a Gity agency,
supporting documentation board, commission or special purpose body.
and receipts. (Council » Meals consumed by Council Members prior to attending
Member Budget). evening functions or events.
+ In-town conference/seminar-at which meals are not
4.1.3 Monthly expense provided and where np:per diem may be claimed. Per diem
allowance, as established is allowed _only if ove qht stay is required
by by-faw, for Regfonal * Facility rental - =
and Local Council s Catering order, mcludmg coffee tea, juices, pop, cookies,
Members to reimburse shacks, light food
them for incidental * Venue set-tp fees, including aud:o-v:sual equipment, flip
expenses incurred without charts, sat-up fees, cleaning charges
receipt or the requirement |, Eytgmal facilitator fees i
of COUH,C” approval. Ineligible” Expense: 7 WF
(Council Member Budgef) e Alcohol. Alcohol is'a personal expense unless in business
| hospitality sitiations.
“{ e = :Entertainment or Holiday meals with City employees,
. Couneil Members' staff, other Council Members or
- empl s:0f a City-agency, board, commission or special
purpos,e.. ody and thelr refatives.
Narrative:
L = | See Gu1dmg Prlncm S.
Business 3.1.3 Catered meals for Council - | Eligible {Council Corporate Budget)
Meeting g;ii’;gggggfgsmgg;gigf;gé,'s--_ « Catered meals for Council meetings when required, and
Expense(2) {funches anddinners) to be the

are'tobe; purchased af the

|~ discretion of te Chair of the

Committes. Kitchen supplies.are
to be purchased bi:.lhe

| Secretary fo the Mayor (Counc:.' " Ineligible Expense:

G rporate Budget). -

kltchen supplies. Catered meals (lunches and dinners) to
responsibility of the Assistant of " |
- the-Chair of the Commiftee and

- be the responsibility of the Assistant of the Chair of the
Committee and are to be purchased at the discretion of the
Chair of the Committee. Kitchen supplies are to be
purchased by the Secretary to the Mayor and Members of
Council.

. Alcohol

Cable
Television

-;addltlon to Pol;cy

Eligible Expense (Council Member Budget}):

* Additional cable connections if required.

ineligible Expense:

Movie/entertainment channel programming.

Monthly cable fee for Home Office.

Cable installation and program fee for Home Office.

Cable equipment purchase or rental for Home Office.

Specific cable channels and programs

Narrative:

« Basic cable {at no cost) is provided in each Council
Member’s office at City Hall as a corporate expense.

« (Cable connection at City Hall is provided from City
centralized resources (Building & Facilities Department).
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* Requests for additional cable connection at City Hall must
be made to the City's Building and Facilities department.

Community
Expense:
{Donations to
Community
Groups) (1)

New addition to Policy

_I_[glble (Councﬂ Corp ate.Budge )

Community 3.1.6 Grants, donations or
Expense: sponsorship, on behalf of | Grants, donations or sponsorshlp, on hehalf of the Corperation,
{Donations to | the Corporation, as as auihorized by Coun [
Community | authorized by Council. Note; e
Groups) (2} {Council Corp. Budget). This section is to! be read in con;un‘chon with the above section.
Community New addition to Policy Eligible Expense (Council Member Budget):
Expense: * Two tickets per charitable or funds sing event by a non-
{Event Tickets) profit organization within ward or City-wide event/function.
» Participation fee for. charltabte or fund-raising events such
as golf tournaments, walkathons organized by non-profit
e organizations; etc
neligible Expense: .
. g'Enterteunment events such as theatre shows musical
. _ ‘ralsmg events organlzed by City staff.
______ Charity golf tournaments organized by City divisions.
e Rafile tickets, silent auctions, table prize tickets at events
arrative: . -
ritable events or dinners, event organizers must
make out charitable receipts to the City of Vaughan.
Tickets can be used by the Council Member and his/her
spouse/guest or the Council Member staff only.
Council Members must provide a copy of the event notice
or fiyer requesting the Council Member's attendance as
_:. Do well as the order form and licket.
Community | New addition to-Policy Eligible Expense (Council Member Budget):
Expense: h L « Promotional items such as fridge magnets, souvenir T-
(Gifts and = shirts, promotional chocolates, ping, ties, pens, etc.

Promotion) {1)

» Gift baskets / flowers for constituents for special occasions.

e Table prizes for local community groups.

* Payment for gifts from the Economic Development
Department’s gift inventory.

Ineligible Expenses:

+ Gifts for Council staff or other employees of City agencies,
boards, commissions and special purpose bodies.

Narrative:

* Council Members must provide an original invoice or
receipt detailing gift items, quantity, cost and purpose of
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the itemns.
* Request for reimbursement for flowers and gifts to specific

constituents must include an explanation on how it refates
fo City business,

Community | 3.7.5 Sponsorship of the Eligible Expense (Council Corporate Budget
Expense: ggg’fg:aghﬁggac:g‘g?ospﬁﬂy » Grade 12 Proficiency Awards or as authorized by Council.
(Gifts and House or as authorized by + Gifts (flags, promotional items) provided by the Mayor or

Promotion) (2)

Council. (Council Corporate
Budget.

3.1.8 Grade 12 Proficiency
Awards. (Council Corporate
Budgef).

3.1.10 Gifts (flags, promotional
items) provided by the Mayor or
designate to Official Guesfs and
Dignitaries (Councif Corporate
Budget).

3.1.12 Flowers for special
occasions on behalf of the
Corporation (births, deaths,
itnesses) for community feaders
and for senior city officials and
their immediate family (mother,
father, spouse, child, and sibfing)
on hehalf of the City, fo a
maximum of $150. (Council
Comporate Budget)

designate on behalf of the City to Official Guests and
Dlgnltanes

, aple-0rde :

- }{for spemal occasnons (births, deaths, |Ilnesses)
prowded by the Mayor or.designate on behalf of the City to
community leaders-arid: to senior city officials and their
immediate family (mother, father, spouse, child, sibling}, to a
maximum of $250 (1January: 2010).

Eligible Expense (Corporate Communication Budget)

) Sponsorship of the Christmas Staff Children’s party, the

mas Staff Open House or as. authonzed by Council.

This sec n' is to be read h conjunction with the above section.

Community | New addition to Policy igible Expense Councd Member Budget}):
Expense: * ' Costs: dlrectly associated with hosting an event
(Hosting « “Total costs limited to $1500 maximum per event. Example:
Events by “Space rental fees or-permit fees, venue decorations and
Council set-up, miscellaneous supplies, equipment rental, including
Member) stage, chairs, tables, sound systems, afv equipment etc.

To be eligible, proof is required of Council Member hosting
_ Ihe event e.g name on flyer, hame as co-sponsor of event.

ayment to City staff of other departments to organize
event.

Event costs (as above) for an event organized entirely by a
third party with no direct Council Member participation.

- »  Council Member Events after the cut-off date of June 30™

during an election year.

Narrative:

¢  Council Member community event expenses can
supplement events crganized by program areas, e.g. park
opening by Parks, Recreation and Culture, or Environment
Days by Waste Management Services etc.

»  Council Member hosting events can be co-organized with
community groups.

+ Council Members must provide an original detailed invoice
from vendor, including nature of service, date and venue of
event.

* Council Members must comply with the policy on donations
to Council Member hosting events.

» Donations received for Council Member hosted events,
must be reported to both the Infegrity Commissioner and
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” the Cit Clgrk’s Qﬁlce )
?;m“ew..aéa

» Donations received for: hostmg community events and
expenditures funded by donations, are subject to the same
disclosure requ1remeﬁts'és expense funded by the Council
Member's Of‘f[ce Budget. .

fForm: :
o Integrity Commlse;loner - Gn‘ts and Beneflts Information
Statemient
Corporate New addition to Policy. » The Corporate Credit.card is provnded to the Mayor. Itis to
Credit Card be used for City businéss expenses of the Cardholder.
Expenses * Personal expenses shall not be put on the Corporate

Credit Card.

All credit card expenses must be supported with detailed
ngmal receipts and.the signed credit card receipt. A credit
_card receipt in itselfis unacceptable. If the detailed original
= receipt is mislaid, an ‘explanation of the nature and detail of
“the expense mu ibe provided, signed and dated by the
Mayor: N

» Ifthe Corporate Credit Card is used for City business to
r other Council Membe

QEtnelESnare:

If through an exceptional circumstance, personal expenses
are charged to the Corporate Credit Card, the Mayor must
reimburse the City by personal chegue within the same
month the personal expenses were incurred, so that the
City is not out of pocket when it pays the full monthly
balance owing.

¢ Public funds may not be expended or committed for
personal use, non-City business use, campaign or election
related purposes.

Memberships | New addition to Policy Eligible _Expense (Council Member Budget}:

(1) » Memberships for the Council Member or their staff that are
related to the Council Member's work in the community or
for the City.

Ineligible Expense:
Council Member Expense Policy 14
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¢ Retail memberships( e.g., Costco).

e Award programs. (e.g., credit card annual fees)
Narrative:

¢ Council Members must identify how a membership is

relevant to City business when the business reason is not
gvident.

Memberships

(2)

3.1.11 Corporate memberships
and fees for AMO and FCM or
as authorized by Council,
{Council Corporate Budgsi}

Eligible {Council Corporate Budget)
Corporate memberships and fees for AMO and FCM or as
authorized by Council for all Council Members.

Newsletters
and Flyers,
Photocopying
and Postage

4.1.2 Photocopy charges
and postage costs.
{Council Member Budget)

01.18 "That from this date
forward afl postage and
printing costs for Council
Members, processed
through the Clerlc’'s
Department Mail Room,
be requisitioned and
charged back (o the
appropriate Council
Member”. {Council
Member Budget).

NewslettersiFlyers:

Eligible Expense {Council- Member Budget):

s Design, writing, cop) 'd|t|ng printing costs.

« Distribution costs thrc ugh Canada Post or private firms.

s Translation feeg :

« Clip art or stock photo fees

Ineligible Expense:

«  Printing‘and distributing newsletters -after cut-off date
(June 30th) during an election year _

Narrative: S

s  Council Members are encouraged to use the Photocopying
services of the Mailroom for bulk photocopymg and the

I -.. Vendor of Record for printing services.
1 el If the Council Member chooses to use other printers,

o he/sh;e,_ must follow Purchasing policy.

« - Newsletters. must relate to the iness of the Clty, York
* Region W&;eiaﬁms:awﬁ; Elevels oEGovernmen

» The use of electronic newsletters is governed by

“eNewsletters Publication and Mailing Database Policy”

which.was approved by Council in 2007.

Council Members must submit an original invoice from

endor.along with a copy of the newsletter or flyer.

Photocopying:

Eligible " Expense (Council Member Budget):

» Photocopying charges for copies done by Council

Member's Office, mailroom or outside vendors.

- Other informatfon about phofocopying:
| For outside vendors, Council Members must provide an

original invoice detailing the date of the job and number of
copies.

Postage:

Eligible Expense (Council Member Budget):

s Canada Post related costs.

+ Courier delivery costs by outside courier service.
Narrative:

* The City Clerk's Office coordinates all mail services

through the City's mailroom, and allocates charges based
on usage.

Office
Decoration
and
Maintenance

2.8 Council Members
offices wilf be redecorated
at the commencement of
each lerm of office, upon

Eligible Expense (City's Building and Facilities Budget):
» Atthe beginning of each term, up to $2;500 limit, the City

will tharoughly clean carpets (replace if necessary), clean

blinds {replace if necessary), paint the walls for the City
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request, fo a maximum of
$3,500.(Council Corporate
Budget)

Hall Offices of incoming new Council Members. Returning
Council Members may also request the same, as required,
at the beginning of a new term.
Ongoing regular cleaning of offices (carpets, garbage).
Ehg.'ble Expense (Council Member Budget).
During the Council term, Council Members will be charged:
+ The cost of painting and re-keying for City Hall.
Inelidible Expense:;
¢ Home Office decorating and maintenance costs.

Eligible Expense (Council Corporate Budget):
Once per term, up to a limit of $4;000 -
¢ Artwork purchased for City Hall Office.
s Area Rugs. --

s  Vases, decoratlons and ornaments.

Narrative:

Office
Furniture {1)

4.1.7 Lease, rental, purchase,
mainfenance and repair costs of
office equipment and furniture,
compuiter hardware and sofiware
nof consistent with corporate
standards. {(Councif Member
Budget).

2.7 Council Members and their
Staff will be provided with all
furniture and office/computer
equipment (including
Blackberries, palm pilots, home
infernet access) required.fo carry
out their duties to a:standard -
comnpatible with the: rést of the. .
corporation. (Council Member '

Budget for replacement prior to

scheduled replacement: ITM...
budget for scheduled :
rep!acement)

=:All furmture that Councﬂ Members buy must be consistent
‘toa Corporate standard to be established by Council,
e See CGouncil Member Responsibilities.

Office
Furniture (2}

| ‘maintenance and repair.costs of
“all shared-equipment and' "

| appfiances, furnisiifg,
o __uaccessones etc (Counci

ase, rental;: purchase

furniture costs; photocoprer ‘fax
machine, recepfionarea, kltchen—

3‘ 2»’Lease rental, p.'.}rchase
mam nance and repair costs of

computerfigrdware/sofiware for
Councif Meiiibers and their staff
to Corporate standard.
(Requests to be submiited
annually prior fo the preparation
of the Council Corporate
Budget).

Eligible (Councll Corporate Budget)

» Basic furniture to corporate standard will be provided to
and be shared between Council Members and their staff at
the Vaughan City Hall Office.

~Note:

This section is to be read in conjunction with the above section.

Photographic | New addition to Policy Eiigible Expense {(Council Member Budget):
Supplies & » Professional photographer or videographer fees.
Services

¢ Processing and digital print fees.
¢ Frames, CDs, and other output devices.
¢ Film or other storage mechanizms.
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Provided from the City’s centralized resources:

*+ Random informal photographic services are provided by
the Corporate Communications department during normal
work hours for Council-approved initiatives.

Narrative:

+ Eligible expenses above must be solely for City business.

» Council Members cannot use photographs or materials that
were faken with City resources or by City staff for election-
related purposes.

» Canonly use photography for uses consistent with City
pollcy on photography. .

Members anid their spouses for *

Council supported fundraising =]

events (Humber-Regional *
Hospital:Gala, Yaiic Central

5| Hospital Gala, York Region
T3} Police Chief's Dinner and

Vaughan Health Care
Foundation Gala)(Counml
Corporale Budget).:

Spousal/ New addition to Policy
Companion
Expenses
spouse/companlon ‘attend & ‘function due to business
hospitality with business constftuents business contacts,
representatives of other levels of government, international
delegatlons or business visitors from out of town.

s [Ineligible:Expense:

. Spousai/compamon fees for airline tickets, conference
registrations, additional accommodation, meals, travel, golf
tournaments, d;nner dancesztolrs etc should be paid for

mpan'lon expenses are mostly

e_ﬁsonal expense and are ineligible for
Spousal 3.1.13 Purchase-of a City table Eligible (Council Corporate Budget)
Expenses for the Mayor:and Council « Colihcil supported fundraising events: Purchase of a City

_table for the Mayor and Council Members and their
'Reglonai Hospital Gala, York Central Hospital Gala, York
Region Police Chiefs Dinner and Vaughan Health Care
Foundation Gala and Chairman's Dinner for the Arts.

Staff-Salary
and Benefits
Overage

part-time assistance exceedmg
vagalion coverage provided, if
requrred (Counc:l Member
Budgét). -

4.1.11 Salaries and’ Beneﬁts for B

Eligible Expense (Council Member Budget):
e Salaries and Benefits for part-time assistance exceeding
vacation coverage provided, if required.

Stationary

-Office
Supplies

-Printing
Services

4.1.10 Oﬂ" ice supplms {Council
Member Budget)

4.1.4 Other expenses: i.e.
framing of pictures, promotional
ifems {pins, ties, pens, efc),
conferences and seminars,
business cards, stationery,
Day-timers, parking, efc)
{Council Member Budget).
(1.18 "That from this date
forward all postage and prinfing
eosfts for Council Members,
processed through the Clerk's
Department Mail Room, be

Eligible Expense (Council Member Budget):

» Toners, labels, paper and supplies available from the City's
vendor.

» General office supplies e.g., staples, pens, pencils,
highlighters, post-it notes, writing pads, filing folders and
miscellaneous supplies.

= Stationery including envelopes, letterheads, business
cards, diaries.

Narralive:

»  Council Members' staff are set up so that they can directly
order supplies from the City’s vendor on-line.
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requisitioned and charged back
to the appropriate Council
Member”.(Council Member
Budget).

¢ Use of City of Vaughan logo must comply with the City's
standard logo.

Technology 2.7 Council Members and | Eligible Expense {Council Member Budget):
Suite (1) their Staff will be provided | Computer Hardware, Software and Accessories

with all furniture and e Other than scheduled replacement of corporate standard
-Computer office/computer computer hardware, software and peripherals that have
Hardware, equipment (including been approved by the Information Technology
Software and | Blackberries, palm pilots, Management (ITM) department for Council Members and
Accessories home internet access) their staff.

Wireless (Cell
phones,
Blackberries,
PDAs}

-Internet
Services

-Office
Equipment

-Telephone
and Fax

- | tefephones. (Council
- ;Member Budget}

{415 @nehundr
| cent of the'¢ast of

required to carry out their
duties to a standard
compatible with the rest of
the corporation. (ITM
budget for schedufed
replacement ; Council
Member Budget for
replacement prior to
scheduled replacement.}
Bfackberries are always
charged fo Council
Member Budgef.

4.1.7 Lease, rental,
purchase, mamtenance

purchase of Gellular ~

41, 1'3 Refmbursement of
expenditures for cellular
telephone charges, 407
charges and mileage. It
shall be the responsibility
of each Council Member
fo retain supporting
invoices and
documentation. Please
note, under Canada
Cusfoms and Revenue
Agency guidelines,
mileage from home to and

Wreless {Cell phones, B!ackbemes PDAs)

Assistants (PDAs)_
Council Membe,

Busmess related text messaging costs.
- Business- related long-distance charges.

Roaming charges, .

Perlpherals such as battery charges, carrying cases,

- wireless: data stick eté
lntemet Serwces

. ngh :speed internet connectton for Home Office (Council
Member and staff).

Installation costs.

Modem rental fees.

[ yipment.-

Faxmachine, shredder, audio-visual equipment, camera,
video camera and small appliances.

Maintenance contracts for equipment,

Carrying case for equipment.

. Peripherals for equipment.

Telephone and Fax:

e Peripherals such as headsets, etc.

» Standard Home Office Telephone and Fax equipment as
determined by ITM, and associated dedicated
cammunication line.

+ Home Cffice Monthly fees, including fees for specialty
features such as call display, call waiting, messaging.

» Pay-per-use conference calling for City Hall Office or Home
Office.

+ Home Office business-related long-distance charges.

s Home Office 411 calls.

Ineligible Expense:

Computer Hardware, Software and Accessories

* Non-corporate standard hardware or software.
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from the place of work is
considered personal
mileage and therefore is
not an aflowable expense.
{Council Member Budget)

01.07 “That as of Janhuary
1, 1992, Council Members
be reimbursed for the
basic monthly charge for
their cellular phones and
for the costs of any calls
relating to City of
Vaughan business”
(Council Member Budget)

¢ Equipment that Council Members or their staff may have
bought outside of the required ITM procurement process.

Wireless (Cell phones, Blackberries, PDAS)

¢ Personal long-distance calls

e Pay-per-use calls

¢ Personal messaging/downloads

Internet Services

* [ees for access to for-fee sites.

Office Equipment

s Equipment for Home Of‘flce .other than one fax machine.

Telephone and Fax:

+ Personal long- dlstance calls

s Payperusecalls.. =

s Phones not supported by ITM

Narrative: :

e Must buy Wireless equupment and set up a plan through
. ITM department with corporate vendor and corporate
\.-éj-contract lelted fo one phone and one plan per Council

those to. thelr personal cell phones.
s Council Members must reimburse the City for any personal
long-distance calls from City Hall office or Home office.
¢ Council Members must provide only the front pages of
the monthly bill itemizing the services and charges.
‘Back-up°pages containing a detailed list of telephone calls
are not required and will be shredded.
* The monthly cell phone bill must be signed (and dated) by
the Council Member to verify that the charges have been
reviewed and are correct.

[+ infernet Services

»  Council Members must arrange for internet set-up at the
Home office with the ITM department. The connection must
be primarily for City business usage.

Office Eguipment:

s  Must be for business purposes.

Telephone and Fax:

» Home Office telephoneffax line must be dedicated for City
business only.

¢ Council Members must reimburse the City for any personal
long-distance calls made from City Hall office or Home
office monthly.

¢ Council Members must submit the first few pages of the
monthly bill identifying the services and itemized fees
for each service. Back-up pages containing detailed list of
telephone calls are not required.
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+ Telephone equipment purchased must be supported by the
original itemized invoice showing details of the equipment.

¢ Council Members must provide an original work order and
invoice detailing any installation or connection work, the
address of the work and charges.

* Additional phone or fax lines (other than what has been
provided out of ITM budget) for the Council Member's
office at City Hall must be arranged through the [TM office.
Costs will be charged to Council Member Budget.

Form:

* Form - Payment of Wireless’Expenses

Technology | 2.7 Councif Members and | Eligible Expense {Council Corporate Budget):
Suite (2) their Staff will be provided | Wireless (Cell phones, Blackberries, PDAS)
with all furniture and . Unschedu!ed/Schedu!ed replacement of cost of wireless
~Computer office/computer data card for usgwith a portable computer (one per
Hardware, equipment (including Council Member).
Software and | Blackberries, palm pilots, | «  Monthly data charges, mc!udmg data packages for Council
Accessories home internet access)

-Wireless {Cell
phones,
Blackberries,
PDAs)

-Internet
Services

-Office
Equipment

-Telephone
and Fax

ﬂhardware/softluavaré for

required to carry ouf their
dufies to a standard
compatible with the rest of
the corporation. (ITM
budget for scheduled
replacement; Council
Member Budget for
replacement prior to
scheduled replacement.)
3.1.2 Lease, reftal,
purchase mamtenance
and repair costs of
furniture, equment and
computer - &

ouncil: Members and

i their staffto Corporate

standard. (Requests to be

+-|. submitted anntially priortg-|

e preparation of the
souncil Corporate
Budget

3.1.7Long D:stance
felephonech
{Council Carporate
Budget)

Members limited to one wireless plan per person.
Office Equiipment _
 Lease, rental, purchase, mamtenance and repair costs of
all shared equipment for example: photocopier machine,
fax machine; reception area, kitchen appliances,
~ furnishings, accessories efc.

hgrble Expense (lnformattonTechno!oquauement

udge JE

Software and Accessories

ement of corporate standard computer
hardware, software and peripherals that have been
approved by the Information Technology Management
department.

ernet Services

nternet access through the City's network at City Hall.

Telephone/Fax.

* City Hall office telephone/fax lines.

» City Hall office monthly fees, including fees for specialty

features such as call display, call waiting, messaging

City Hall business-related long-distance charges.

City Hall office basic telephone equipment.

City Hall office fax machine.

City Hall office 411 calls.

Note

This section is to be read in conjunction with the above section.

Training (1)

4.1.12 Specialized
individual training and
seminars for suppotrt staff.
{Council Member Budget)

Eligible Expense (Council Member Budget):

e Specialized individual training and seminars for Gou
Members and support staff that meets specific business
requirements.

iheligible Expense:

« Training unrelated fo City business.

* Physical fitness, sports, arts programs.

» Personal development programs for degrees or diplomas.
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Narrative:

» To be reimbursed for training/seminar fees, Council
Members and their staff must provide proof that they have
completed the course or program, and an criginal fee
receipt from the education body.

s  Council Member staff cannot claim overtime for training

that takes place eﬂer office hours or on weekends

1 el 2l A

Training (2) | 3.1.9 Council support EI:qlble (Council Corporate Budge )____m__ )
staff, as approved by » Group training and seminars foECeaunci-Members and
Council, including group Councii support staff as approved by Council.
training and seminars, Provided from the Crtvs centralized resources:
and vacation coverage » Training and development programs from the City.
and 6 days sick leave Narrative:
coverage. (Council « Training and” seminars must meet City-related business
Corporate Budget) requirdments.

Transportation: | 4.1.13 Reimbursement of
] expendilures for cellufar between:-
-Mileage & telephone charges, 407 (a)Montth llowance or (b)Nilleage Claim.
Parking charges and mileage. It |

Council %M‘ mbers (excluqu the Mayor) have a choice

Taxi shalf be the responsibility | (a} lonthly Allowance Method (no details required)
of each Council Member |« “The Allowance is cond:tronal fo a boundary of 80 kms one
-Car Rental to refain supporting " way from City Hall. -
invoices and gﬂ.’ig.-ble Expense: (Counc:l Member Budget):
-Bus, Subway, | documentation. Piéase. | &E=Council Members currently receive an allowance of $450
Train note, under Canada ~- ..~ per month since- 2003 This figure needs tobe
Customs and Revenue = rewewed m T
Agency guidelines, ;, 5il
mileage from home to-and,
from the place of work is-
|«considerad personal”
[ -mitéage-and therefore is
not an allowable expérise.
(Council Mefmiber Bud
{@4.05 “That the Mayor 5 Ao alare aie aier
and Council Members be | , Transportatlon (alr tram bus car rental) or kilometrage (if
given the option fo.either driving) to get from City Hall to destination and return. If
claim mileage orreceive driving, total kilometers claimed must be reduced by 160
an alfowance up to a kms by Council Members on the Affowance method.
maximum'of $450 per | o Councit members on the monthiy Allowance may only
month for 2003". (Council claim business related taxi_car rental_bus, subway/rain
Member Budget) expenses if the destination city is more than 80 kms one
03.03 LIMOUSINE, TAX], way from City Hall. Within the boundary of 80 km one way
CAR RENTAL, PARKING from City Hall, these expenses cannot be claimed.
Reimbursement for actual | , g isingss-related parking fees
eos_t (recelpt required).{ Narrative-
Z’gg‘;dggj i?\j’%gs fB UsS ¢« Monthly Allowance is to cover all local business related
Reim bursement will be for travel expenses (subway, bus, taxi, car rental, train,
mileage) within the boundary (within 80km one way from
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actual fares (receipt
required). (Council
Member Budget

City Hall). No details of mileage are required by the City.

» The monthly Allowance once chosen, will be enforced to
the end of the tax year.

+ A Council Member’s decision for the monthly Allowance
must be in writing and sent to the Director of Human
Resources.

s« Without written notification, Council Members will be
reimbursed on the Mileage Claim methed.

¢ Allowances will show on the annual T4. Council Members
must keep records of personal and business mileage for
Income Tax purposes. - - =

* Business-related Parking expenses must be supported
with original receipts from parking operators indicating
date, time, and parking location. Credit card receipts will
not be accepté%iilhless it haé-.-all the relevant details.

(b)Mileage: C‘Iatm Method (Detan’s -required)

Eligible .Expense (Council MemberBudget)

. Usegof-personal vehieles to travel for busjness purposes.
Canriot claim travel expense (rides on cabs or other modes
of transportation) between home and the normal work
location. For.Council Members, City Hall is considered their

rormal work location.

Usiness related taxi, car rental (includes insurance

- coverage ‘gasoline costs) bus, subway/train expenses.

« ‘Transportation:(air, train, bus, car rental) or kilometrage (if
driving) ‘to getfrom €ity Hall to destination and return. I

travel from home to destination to City Hall to home |, claim

total-kilometers fess distance from home to City Hall to

home. If travel from home to destination to home, claim

total kilometers fess distance from home to City Hall to

ome. [L.E. for ALL mileage claims, claim total mileage

less (distance from home to City Hall to home and any
personal mileage).

¢ Business-related parking fees.

|« Business Trips by Council Members or their staff.
=" Narrative:

s The rate of reimbursement per kilometrage will be at the
same rate as applied to City employees.

« Council Members are accountable for the accuracy of the
kiltometrage claimed.

s The reimbursement is not a taxable benefit.

s Business-related Parking expenses must be supported
with original receipts from parking operators indicating
date, time, and parking location. Credit card receipts will
not be accepted unless it has all the relevant details

Other information about kilometrage:

o Council Members and their staff must report the date, start
and end points, the number of kilometers travelled and the
business purpose of the trip according to established
categories (e.g. business meeting, ward meeting,
consiituency meeting and special event).
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4.1.6 Mayor's vehicle-
lease, repaits, insurance,
license, maintenance.

(Council Mamber Budgé_'_;"). 1 *®

e Detailed municipal addresses are not required. Intersection
information (e.g. Hwy 7 and Weston, etc) or building
hames (e.g. Pierre Berton Library, etc) are acceptable for
security and privacy protection reasons,

¢ Council Members or their staff should submit claims for
kilometrage and parking expense at least once a month.

Ineligible Expense for Allowance or Mileage Claim method.
Gasoline.

Personal vehicle maintenance and repair costs.

Vehicle licensing fees. -

Insurance costs. g

Clean Air Certification: costs

Fines for parking,. speedmg, traffic violations.

Tow and |mpound feesiiis

Car-wash fees. =~ o

Charges for’ damage fo rental vehu:le

Narrative Ag’“ghes to Allowance or. M:Ieage Claim :

CONOARBN =

+ Cotncil Members must provide an or:qunal Taxi receipt
with the date and the "to” and “from” destinations. Credit card
receipts and stateme_nts will not be accepted. If a receipt is

| mislaid the required information must be provided in writing, be
“| signed and dated.
I Car Rent |

CoII|S|on damage coverage must be secured.

Cotingil Members must submit an invoice showmg the date
of rental, model of car, rental rate and any insurance
purchased

Bus Subway, Go Train

Train, subway or bus receipts are required.
Mayor’'s Lease Vehicle:

““2.le  The Mayoris provided with a lease vehicle and therefore

does nof qualify for a Monthly Allowance or Mileage Claim.

¢ Vehicle expenses for lease, repairs, insurance, license,
maintenance, fuel, car wash and business parking are
charged to the Mayor's budget. Original receipts/invoices
are required. Credit Card receipts alone will not be
accepted. Missing receipts require written explanation of
the expense with signature and date.

Form:

» Kilometrage & Parking Expense Form for those claiming
mileage or parking.

Transportation: | 4.1.13 Reimbursement of
Highway Tolls | expenditures for celfular
telephone charges, 407
charges and mileage. It shall
be the responsibility of each
Council Member to refain
supporting invoices and

Eligible Expense fCouncil Member Budget):

s Highway tolls for business meetings.

ineligible Expense:

s Highway tolls related to travel between home and normal
wark location as this is considered a personal expense by
the Canada Revenue Agency. For Council Members, City
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documentation. FPlease nofe,
under Canada Customs and
Revenue Agency guidelines,
mileage from home fo and
from the place of work is
considered personal mileage
and therefore is nof an
affowable expense. (Council

Hall is their normal work location.

+ Purchase of a transponder or service fees associated
therewith.

Other information about toils:

s Must identify business purpose use of the toll highway.

s« Toll billing statement showing the vehicle plate number,
must be presented, be signed (and dated) to verify the

Member Budgef). charges and support the claim.
Travel: ggz g;&lﬁxgng Eligible Expense (Council Member Budget):

1 SECTION: ADMINISTRATION | *  Conference registration. . _
Conf_erences, POLICY NO.: 03.031 « Transportation (air, frain, bus, car rental) or kilometrage (if
Seminars and | CNL: 90.08.02(22) driving) to get from City Hall to destination and return. If
Business ﬁgﬁﬂgﬁﬁ g’\’]} 92.17.16(46) driving, total kilometers claimed must be reduced by 160
Trips ADMINISTRATIVE kms by Council.Members on the Alfowance method.

Council resolved: «  Council members on the monthly Allowance ma y only

iUWBéJﬁgEV CEAT claim thes business related taxi, car rental, bus,

Suoway/irain

CONFERENCES AND subwa /_t_ il expenses :f the destination cily is more than

SEMINARS COUNCIL

MEMBERS AND

STAFF

d:ssemmatlons in the areas of

| aumber of people ofrelatively

“Wwhich is primarily educational on

That the policy on attendance at
Conferences and Seminars as
amended Ocfober 20, 1992, be .|
approved.
DEFINITIONS
CONFERENCES (Includes
Annual Meetings, Conventions,
Congresses Symposfum

of papers, lecfures :and

SEMINAR (Inc!udes workshop :
A gathering of a medium or si

rf duration (one or hvo days)

onétheme, usually spansored by
a pmfess:onal asso 'éi‘.'on or
educational institution.
GREATER TORONTO AREA
Regions of York, Durham, Pea!
and Halfon and the Municipality
of Metropofitan Toronto.
GENERAL GUIDELINES
APPROVAL PROCESS

1. A Commissioner and/or
Department Head shall be
responsible to ensure that the
time and expense assocfated
with attendance of an employee
at Conferences or Seminars
meets the following guidelines.
a) aftendance is refative fo the

Hey. Up charges for additional individuals are

- .. a personal respons:blllty

Busmess Faxes -

- Business Computer: Charges

+ Per Diem {only if overnight stay is required), to cover
‘meals. No receipts are required. See below.

« Business Hospitality expenses where an external party is
hosted ( Business Hospitality Policy applies).

. Trlp cancellation insurance

Laund_ry. and dry cleaning expenses

usiness telephone calls

« Redsonable personal long distance telephone charges to

family at home will be allowed in consideration of being out

of town on City business.

Parking

¢  Extra Medical Insurance- only when travelling outside of
Canada.

+ Visa and Medical shots only if required and for travelling
outside of Canada. [f this is covered by the City's medical
plan, then expenses may not be claimed.

Ineligible Expense:

« Personal expenses( see "Personal” at front for details)

Sightseeing expenses

Medical Insurance( when travelling within Canada)

In Suite Services e.g. movies, bar services

Alcoholic beverages(considered personal expense except

in business hospitality situations.)

Narrative:

Per Diem

Breakfast $15 max including taxes/tips
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|- resolution from ouncn‘ shaﬂ_b

“Bidgetary process,

work of the municipality and, in
the opinion of the Depariment
Head, will be of benefit to the
employee in the performance of
his or her duties or fo the
Corporation or Commission at
farge.

Page 1 of5

b) The Department's services
will not be unduly disrupted.
¢} Funds have been identified in
the Department's cumrent budget.
2. All attendance at Conferences
and Seminars must be approved
by the employee’s
Commissioner and/or
Department Head.

3. All affendance af Conferences
and Conventions must be
approved in the annual budget.
4. Following approval,
substitutions shall be approved
by the Chief Administrative
Officer
and or/the Depuly Administrator.
CONFERENCES AND
SEMINARS OUTSIDE THE
GREATER TORONTO AREA
{. Conferences and Seminars
outsice Ontario but within
Canada and the USA shall be

fimited fo one per year for

Commissioners (City of
Vaughan) Department:Heads,
and Deputy Depéitméfit Heads
and Senior Managers subject fo
the approval of the Chief Y

Administrafive Officer).

m amotint whi
may be expended by a Copncit’
Member, or a mérmber.of staff for

-affendance at a Conferénce or

Seminar wiffiout a spedial-

$2,500.00:

re authorized through the

4.*Conference and Serinars
outside the Greater Toronto Area
but within the Province of
Ontario shalf be limited to one
per year for Management

b. Exceptions o the above may
occur if a staff member is invited
to pariicipate at a

Conference or Seminar, or is a
member of the executive body of
an association; such
participation in any such
meelings as an officer shall be
approved by the Department
Heads and Commissioner and/or
the Chief Administrative Officer
and shall be exempt from this

utside the GreateF: Toronto Aréa |

Lunch $25 max including taxes/tips
Dinner 350 max including taxes/tips
Total $90

(January 1, 2010).
[ ]

For travel outside of Canada, per diem will be in U.S.

dollars. No receipts are required.

s \Where some meals are provided with the conference fee,
the per diem will be reduced by the meals reflected above.

s  The number of days claimed will be the full days at the
conference/seminar or busihess trip with 3 meals.

* Additional reasonable meal expenses incurred while
travelling to and fromithe event will be reimbursed
provided detalled original recelpts are submitted limited to
per diem maximums.

When not choosing Per Diem or when overnight

accommodation is not required, all 3'meals require detailed

original receipts. The amounts for each of the 3 meals may
vary butthe total for the.day may not exceed the daily
maximum-per day. Exception: /f the closing lunch/dinner
exceeds the per.dientrate, then the difference will be

|.Jeimbursed upon submission of detaited receipfs,

Must be related to the business of City of Vaughan.

“Cash.advances for:hotel and per diem costs can be

- requeésted up to twé Weeks before the travel date.

s - "Reimbursement.will be iade for airfare, hotel reservations
-and conference reglstratlon fees that are paid in advance.

» Economy class forairfare or train.

* Boarding passes, to prove flight taken, will be required to

be spbmitted after the trip.

If a Council Member chooses to use histher own vehicle as

“-A'mode of travel to the destination, reimbursement will be
the Jesser of economy airfare or mileage ( less 160 kms for
those on the Allowance)..

* A Conference may be paid in advance only if the City
receives an early-booking discount.

¢ Council Members can request the City to reimburse
expenses for only a portion of the trip, if a City program,
agency, board, commission or special-purpose body, or
any organization which is an Eligible body (provincial,
regional and local governments or political subdivisions of
them, the Federal government or a foreign government
within a foreign country, or a conference, seminar or event
organizer) where the member is either speaking or
attending in an official capacity, under the Code of
Conduct, Gifts and Benefits section, or if the Council
Member has an official or speaking role at the conference
and the organizer is paying the remainder of the costs for
the trip.

¢ Council Members must report to the Infegrity

Commissioner within 30 days from the first date of travel,

all travel costs funded by an Eligible body under the Code
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Poficy. of Conduct.

6. Conferences and Seminars | owar information about out-of-town conferences and business
outside the Province of Ontario g

but within Canada and the E@-‘!-e—'!: . i

USA shall be limited fo one per o Attendance at any Conferences, Seminars or Business

yoar ﬂ;r Cfosum‘” Members. Trips outside Canada and the USA shall be approved
age 2 o

7 Conferences and Seminars by special resolution of Council.

outside the Greater Toronio Area | ®  All travel costs exceeding $3800 (January 1, 2010)

shall be fimited e one per must be approved by Coungil.
year for Council Members.

’ » A Travel Notification Form must be submitfed to the City
8. Any Council Member who s . )
wishes fo attend a Conference or Clerk’'s Office at least 10 days before traveling.
Seminar in excess of the » Travel reimbursement mustinclude any itinerary confirming
fimitafion outlined in 6 & 7 above travel dates and a[rhne bookmg

shall have such attendance : :
approved by special resolution of | ® Reimbursement of: conference registration fees must

Council include a copy of the conference brochure confirming the
9. Conferences and Seminars cost and conferefice datés;

held by the Fedsration of + The reimbursement of hotel’ costs must include an original
Canadian Municipalities (FCM) hotel i it e d oth idental
and the Association of otel invoice itemizing room costs-and other incidentals.
Municipafities of Ontario (AMO) | »  Claims-for travel, must be submltteq__t_q the City Clerk's
shall be included in the limitation Office within 30 days after returning from travel. Original
as

N receipts must accompany all claims.
outlined i 6 and 7 abhove. .
10. Coancil Members who are »  Foreign currency will be converted into Canadian
members of the Execulive of the [ currency, based on the exchange rate on the date when
fCM o ")‘M? ?f'a” be GX??TPLEQ “~the expense was:paid, unless a credit card statement is
B a7 abous | co culineain ... "~ provided to show the actual Cdn dollars charged to their
1l. Attendance at any - credit card:for the expenses.
Conferences or Seminars * - No report is required on the outcome of a conference

1658 fravel a comprehensive report is

h or bussin
shall be approved by specra!w-- however: f TR

resolunon of Gounc:l n @qwred'

s  Adherence to this Policy does not exempt a Council
Member from being subject to a Code of Ethical Conduct
investigation, nor does it preclude the Integrity

Commissioner from receiving complaints against a

Member or investigating complaints. under the Code of

Conduct Complaint Protocol.

CONFERENCE AND ¢  Where the Council Member has sought the opinion of the

SEMINARS WITHIN:-THE : [ntegrity Commissioner before traveling, and if the Integrity
|- GREATER TORONTO AREA ~ | Commissiocner receives a complaint about the very matter

Conferences and Seminars on which the Commissioner has already provided an
ithin the GTA are althorized

;] mumcrpahty JS served

thirotigh the budgetary process. opinion, the Integrity Commissioner may investigate the
2. Confarences and Seminars complaint as (a) the Members may not have followed the
within the GTA, the registration recommendations in the opinion of the Integrity

Commissicner or (b) scme of the facts may have changed

$500.00 shouild be individally from the time the opinion was sought.

Hemized in budget submissions.

3. Departments may place in Forms:

their budget submissions an + Form - Travel Notification Form

estimated amount to cover s Integrity Commissioner —Gifts and Benefits Information
atfendance for employees at

Conferences and Seminars Statement..

within the GTA the estimated APPROVAL PROCESS

gggfg g%r which is less than |. Council Members shall ensure that their attendance at

) Conferences, Seminars or Business Trips meets the following
4. An estimated amount of

$2,000 per Councit Member may guidelines: . . L
be placed in the budget a) Attendance is relative to the work of the municipality and,
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"1 Individual abtérﬁob.de

submissions to cover allendance
at Conferences and Seminars
within the GTA.

Page 30of 5

Notwithstanding any of the
foregoing, the Chief
Administrative Officer may grant
an exemption fo this policy for
employees of the Corporation
Where, in his opinion, the best
interests of the municipality are
served.

EXPENSES AND
ALLOWANCES

1. DAILY ALL OWANCE

An allowance of up to $75
Canadian funds will be paid for
each day of the Conference or
Seminar.

Conferences in the USA will be
reimbursed at the rafe of $75 US
per day. An additional day's
aflowance where overnight
accommodation oufside the GTA
is required may be claimed.
Receipts for 75% of the
expenditures will be required.
TRAVEL EXPENSES

I AIR TRAVEL

Reimbursement will be for actua!
cost of economy air ar the most
econhomical air fare

plus other airport taxes and
surcharges where appltcabl
(receipt required)... :
2. TRAIN OR BUS
Rermbursement will be for actuaf
fares (recerpt'requrred)
3. AUTOMGBILE
Reimbursemeant wil] be based on’
the kilometer re.lmb nf rate

reimbursementniist not exceed
the total cost of eeon.my air 7y
| fare(s) based on ihe:humber of

| parlicipants per automob;le
where applicable.

Page 4of 5

4. LIMO SINE, TAXI CAR

5 HOTEL ACCOMMODA TION
Reimbursement for hotel
accommodation wifl be based on
the cost of a standard room with
bath (receipt required).
Reimbursement will be limited fo
the number of days of the
Conference or Seminar plus an
additional day where overnight
accommodation outside the GTA
is required and less one day for
conferences or seminars within

will benefit Council Members in the performance of their
duties or the Corporation at large.
b} Council services will hot be unduly disrupted.
¢) Funds have been identified in their current budgets.
2. All attendance at Conferences, Seminars or Business Trips
must be approved by Council for the Mayor and Coungcil
Members unfess approved in the annual budget.
3. Following approval, substitutions shall be approved by the
City Manager.
CONFERENCES AND SEMINARS OUTSIDE THE GREATER
TORONTO AREA
1. The maximum amount whtch may be expended by a
Council Member, or a member of staff for attendance
at a Conferentce or Seminar outside the Greater
Toronto Area( but within Canada or USA) without a
special résolution from Gauncﬂ shall be $3,800( Jan 1,

2. Confer‘ences and Semmare eutSIde the Greater
,,_,Toronto Area are author.rzed through the budgetary
progess. Lo

3. Conferences and Semmars outsnde the Province of

Ontario byt within Canada or the USA, shall be limited
... toone peryear for Councit Members.
. .Conferences:and Seminars outside the Greater

B _ : "Toronto Area (but within the Province of Ontario) shall

be Ilmited o one-per year for Council Members.

' Member who wishes to attend a

- Conference i Seminar in excess of the limitation

- ~outlined in 3 & 4 above shall have such atiendance

~approved by special resolution of Council.
Conferences and Seminars held by the Federation of
Canadian Municipalities (FCM) and the Association of

~Municipalities of Ontario (AMO) shall be included in the

limitation as outlined in 3 and 4 above.

Council Members who are members of the Executive

of the FCM or AMO shall be exermpted from the

limitations as outlined in 3 and 4 above.

‘| CONFERENCE, SEMINARS, WITHIN THE GREATER

TORONTO AREA
1. Conferences and Seminars within the GreaterToronto
Area are authorized through the budgetary process.
An estimated amount of $2,950 per Council Member may be
placed in the budget submissions to cover attendance at
Conferences and Seminars within the GTA.
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the GTA where ovemnight
accommodations are required.,
Incidental expenses related to
accommodation are coverad by
the daily allowance.
ADVANCEMENT OF FUNDS
Following the authorization of an
employee fo atfend a
Conference or Seminar, the City
Treasurer may advance funds
based on estimated expenses.
It is the responsibility of the
employee to provide receipts
and account for the advance.
REIMBURSEMENT

All expense statements must be
submitled to the Finance
Dapartment within 30 days of
attendance.

Reimbursement shall be for the
participant only; any expenses
incurred by someone
accompanying the participant
shall be the responsibifity of the
participamnt.

Reimbursement shall be net of
any amounis recoverable from
other organizations.

must be oblained from the
individual to whom they directly
report prior to their submission fo
the Finance Depariment. "

Page 50f 5 e

Approval for expense statements..

Websites

Provided from the City’s centralized resource (ITM Budget)
Council Members are provided with a standard page on the
City's internet site at www.Vaughan.ca for the purposes of
publishing contact information and professional profile

o M _ ;';nfornj'a'ti'On. Any changes are to be requested through the

[TM: department.
ineligible Expense:
Any fees relating to a Council Member's external websites.
Narrative:
The personal website of each Council Member hosted
outside of the City's internet URL address is entirely the
responsibility of the Council Member.
City staff cannot provide any advice related to these
external sites, including wording for disclaimers.
The City recommends that Council Members choose a
web-hosting company operating from Canada to reduce
the risk of breaching the privacy of constituents under the
United States Patriols Act requirements.
The Council Members’ standard City internet page cannot
advocate for a political party, or candidates in any election

campaign.
1]
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ELECTION YEAR:

CURRENT POLICY: New addition to Policy.

NEW POLICY: As described below.

Use of Corporate Resources during an Election Year

-

Under the Municipal Elections Act, the City of Vaughan cannot provide subsidy to any candidates in a
municipal election campaign.
Corporate Resources is defined as any City resources, including the Coun Member’s office budget, City
faciliies, City staff and City programs and services.

An election year begins on nomination day (January 2) and ends: on. Election Day.

Council Members will not be allowed to use the office expense budget for advertising, newsletters, and
community expenses after June 30" except for communlcatlons to constltuents on Committee, Community
Council and Council matters or emergency situations.

The following guidelines apply to an acclaimed Counci Member or a Council Member not seeking re-
election, as well as all Council Members who seek ré-election.

Nothing in this Policy shall preclude a Council Member from performlng his/her job as a Councrl Member,
nor inhibit him/her from representing the interests of the const_l_tuents who elected them.

Corporate resources (any City resources, in _ ‘Coungil Member 's office budget, City facilities, City
staff and City programs and services) and fundlng may | not be used fordny election-related purposes.
Staff may not canvass or actively 'w;' k.in support of a munrcrpal .proyincial or federal candidate or party
during normal working hours unléss’ they are ona Ieave of absence without pay, lieu time, float day or
vacation leave. :
The Office Budget for Gounc:ll Members for the penod January 1 to November 30 in a municipal election
year be restricted to 11/1 2ths of the appmved Off|ce Budget with the provision that subsequent to election
day:

- new Coungil Members be af[ocated a budget equal to 1/12th of the approved budget amount for the

month of December and '

- re-elected Council Members have available to them the balance of funds

remaining as of Election: ‘Day. Lo

Council Members may not deliver any unsolicited material outside their existing ward where printing and/or
distribution costs.are paid by the City. Care should be taken to ensure that the mailing of newsletters be
restricted to the member's ward only (with accommodation made for the normal spillage associated with
Canada Post postal walks. ) Thls pohcy to be effective not only during an election year but at all times.
Council Members may not:

- Print or distribute an ,aterlal paid by City funds that illustrates that a Council Member or any other

individual is registered-in any election or where they will be running for office;

- Profile {(name or photograph), or make reference to, in any materials paid by City funds, any individual

who is registered as a candidate in any election;

- Print or distribute any material using City funds that makes reference to, or contains the names or

photographs, or identifies registered candidates for municipal elections; and that Minutes of City Council

and Committee meetings be exempt from this policy;
Council Members are responsible to ensure that the content of any communication material, including
printed material such as newsletters, advertising etc., funded by the city for the operation of each Council
Member’s Office, is not directly election-related.
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» Web sites or domain names that ars funded by the City of Vaughan may not include any election-related
campaign material.

» The City is to be reimbursed for all election-related calls from cell phones, blackberries and PDA's which are
funded by the City.

* No Council Member shall underfake campaign-related activities on municipal property during regular working
hours.
Council Members may not use the City's voice mail system to record election related messages.
Council Members may not use the services of any staff in the City of Vaughan to assist in any
communication activity related to the preparation or distribution of campaign related materials or events.

¢ No photographic or video materials may be created by City staff for use in any campaign materials.

* The City of Vaughan logo will not be used in any campaign related mat

b. Discontinued Activities during an Elecfion Year

The following activities be discontinued for Council Members afte election year:

+ The ordering of stationery.
The ordering of office furniture and furnishings, except those of an emergency nature aswellas no
movement of furniture and furnishings. ;

«  Council Members will not distribute media releases using the Clty of Vaughan media relations or
departmental communications networks unEess such a release |s conSIdered to be consistent with their
duties as an elected official.

» No advertising paid for by the City of Vaughan sha!l contaln the name of a Council Member or the Mayor
unless consistent with their duties as an elected official.

« Printing and general distribution of newsletters unless so direct

e Community expenses, includi ouncn Member hosted events;
gifts and promotions. :

nd-a'pproved by Council.
ickets to events and functions, and
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