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Expense reimbursement procedure 

Purpose 

This procedure describes the process to be followed to reimburse out-of-pocket expenses which 
have been incurred by a member or volunteer in providing a service to an ESA discipline or to 
the ESA Board. 

This procedure is not intended to cover significant items which may be connected with the 
operational activities of an ESA discipline. Significant items must be managed through normal 
ESA purchase and acquisition processes. 

To make a reimbursement claim. 

1. The need to make a reimbursement should be identified by a committee member of 
the discipline concerned in consultation with the member/volunteer concerned. 

2. Details of the reimbursement need to be listed on the  for Reimbursement of 
 form which are provided to the chair of each discipline. Please ensure 

that tax invoices or receipts are provided in support of the expenses. This will enable 
the ESA to claim GST input tax credits. (An example of the claim form is shown in 
the appendix of this procedure.) 

N.B. It is recognised that some reimbursements such as mileage allowances will not be 
supported by an invoice or receipt. The chair of the relevant discipline has authority to 
make a determination in such cases. 

3. All reimbursements will be made by direct credit to the bank/financial institution of the 
person making the claim. It is essential that the claimant provides these details on 
the reverse of the reimbursement claim form. 

4. The completed form must be authorised following the ESA Delegation of Authority 
document . This authorisation is a mandatory step in the reimbursement process. 

Un-authorised forms can cause unnecessary delay when the ESA office has to arrange 
authorization. 

5. The form and supporting documentation must be forwarded to the ESA office. This 
can be by mail, dropping off at the ESA office or emailing to 
accounts@equestriansa.com.au. (The preferred method is by email to the accounts 
email address.) 

6. Based on information provided in the claim form the expenses will be allocated to the 
respective discipline/ESA office and will then be included in the weekly payment run.  

7. The final stage is the approval of the weekly payment run by two authorised ESA 
signatories, at which point the funds will be transferred to the claimant s bank account. 



Page 2 of 3

Expense Reimbursement Procedure
_____________________________________________________________________

Appendix. Example of reimbursement claim form.
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