Policy No: CP 04 Reference: D/20/4259

Policy Title:

Employee Arrangements when attending an
Overseas/Interstate/Intrastate Conference

Policy Statement:
To determine the expenses and arrangements for employees attending Overseas,
Interstate or Intrastate conferences.

Policy Procedure:

1. Conference attendance, including any dinners and functions that form part of the
conference program, will be pre-purchased by the MRC.

2. Economy Class airfares and accommodation will be provided and pre-purchased by
the MRC.

3. An allowance of $75 per day (payable from one day prior to the commencement of
the conference and up to the final day of the conference or any tours organised as
part of the conference) will be issued as a cash advance prior to the conference.
Any expenses incurred over and above the allowance issued will only be reimbursed
on the production of receipts and at the discretion of the Director Corporate
Services.

4. Taxi Vouchers will be provided for Overseas/Interstate Conferences to cover travel
to and from the airport, conference venue and hotel.

Notes:

1. Any variation to the above procedures will require approval of the Chief Executive
Officer or the Chairperson, if the variation results from the Chief Executive Officer
attending a conference.

2. Conference attendance will be subject to the availability of funds in the Budget or by
approval of Council.
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