
Trustee Expense Claim:  Budget Guidelines
General Expenses (Trustee Individual Cost Centre – Form 582A)

33600 
Printing and Copying
Costs related to in house or outside printing and copying

36100 
Auto Reimbursement – Trustee (Form 582C:  Mileage Claim, Trustee Travel Log to be completed)
Travel reimbursement based on actual kilometers. Travel to meetings and locations at the

discretion of the Trustee (e.g. FOS Meetings, parent council, ward council, school council, suspension/expulsion hearings, constituency matters, school visits. Excluding those for professional development, conventions, or conferences (GL# 31700)

36300 
Other Travel Expenses (Parking and Taxis)
Travel expenses for other than automobile reimbursements or allowances, excluding those for

professional development.

40500 
Telephone & Cell Phone Expenses
Charges to cellular telephones, fax machines, home/office telephones

41000 
Office Supplies
For individual items (i.e. software applications, electronic calendars, day calendars, fax & printer toner,

pens, paper, file folders, pencils, etc.), costs of supplies related to office

41001 
Postage for Constituents
Correspondence (large mailings), monthly reports, cards

41002 
Courier Expenses
External courier charges

41003 
Meeting Expenses
Initiated by individual trustee

41500 
Ward Council Expenses
Costs related to ward council meetings, refreshments and mailings to ward councils

55200 
Computer Related Costs – Should be procured through Board contracts
Costs related to computer equipment (laptops, desktops, scanners and printers)

68200 
Public Transit Costs
TTC tickets/tokens

72500 
Miscellaneous
Attending individual retirement receptions, community advertisements, individual memberships,

subscriptions, etc.

Board Travel – (Trustee Services – Cost Centre #15885000)

36100 
Auto Reimbursement (Form 582C:  Mileage Claim, Trustee Travel Log to be completed))
Travel reimbursement based on actual kilometers traveled.

Cost of Travel to attend Board and Standing Committee meetings and other activities as required by the

Board or legislation.

Professional Development – (Trustee Services – Cost Centre #15885000)

31700 
Conference/Conventions/Workshop – Form AC215 or AC215a
REQUIRES PRE-APPROVAL FROM THE CHAIR

Includes registration or tuition fees, transportation, accommodation and meal expenses related to

professional development
Form 582B


Rev. October 2012








G02(R:\Secretariat\Staff\G02\03\op\forms\582B.doc)sec.1530

