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1 Purpose/Scope

This policy provides the framework to support a functional, consistent and accountable management process for MotorSports NT funded Official training and travel. 
This policy does not include travel requests for Associated Member Clubs.

This document covers the requirements for Official training and travel.
2 Guidelines for Committee Members
1. Ensure ALL officials read and sign Official training and travel Policy for requirements whilst travelling and return signed document to Club Committee.

2. President and Committee member to fill out, sign and return Official training and travel Application form to MotorSports NT with signed Policy Documents 30 days prior to when the official travels or trains.

3. Once application forms have been processed by the MotorSports NT board, if approved, funding will then be deposited into the clubs nominated bank account.

4. Upon return from travel or training Funding Acquittal Form needs to be filled in and returned signed by the President and Committee member to MotorSports NT, ensuring invoices value the total of the amount funded. 
3 General principles 
· MotorSports NT Affiliated Clubs are entitled to claim the costs of the following:

· Air fares or fuel expenditures 
· Accommodation
· Course or training entry costs

· Applicants must exercise due care and discretion in order to minimise costs associated with travel and or training.

· Applicants must keep full records and receipts for all expenses incurred while travelling or attending training courses. 
Applicants may not claim the cost of capital expenditure, alcohol, food or beverages as part of the travel or training allowance. 
3.1 Gaining approval
Applicants must gain appropriate approval for training or travel funding.

· When requesting approval, the official must supply clear objectives for the purpose of the training or travel.
· The MotorSports NT Executive must approve all requests. 
· Applicants must complete the appropriate form (Official Training and Travel Application Form )

· Completed application forms are to be approved by the Affiliated Club Committee prior to submittal to MotorSports NT.    

3.2 During training or travel
· Successful applicants are required to acknowledge the support of MotorSports NT and their respective club.
· Applicants must retain all claimable receipts. 
3.3 On completion
· The traveller must submit expenses claims promptly, supported with tax invoices and other appropriate documentation to satisfy internal and external accounting and auditing requirements. These must be submitted with the Acquittal Form to the Club President within 2 weeks after training completion.
· The traveller must complete a Travel Diary detailing highlights of the event or training within 2 weeks of completion and submit these to the Club President with the Acquittal Form.  
· Club Presidents are required to lodge all documentation with MotorSports NT within 30 days after return from travel.
Note: Club Presidents should be aware that subsequent applications for funding may be refused if the above mentioned documentation is not submitted as requested.
4 References
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MotorSports NT-F-004
5 Definitions
	Term
	Definition

	Affiliated Member 
	Full fee paying member club of MotorSports NT 

	Associated Member
	Member club of MotorSports NT that does not have full membership rights. Note: These members are not entitled to apply for or receive Competitor or Officials Training Funding.

	Travel Diary
	Report on event attendance – including event description, experience gained and how MotorSports NT was promoted.


6 Responsibilities

Club Presidents are responsible for the compliance of their members with this policy. 
Funded Officials are responsible for ensuring their personal compliance with this policy. 
MotorSports NT are responsible for approving and administrating the requirements of this policy.

7 Non-compliance

7.1 Reporting of non-compliance

· Any non-compliance with this policy must be reported to MotorSports NT. Where there is a continual breach of the administration process, the relevant Club President will be required to provide MotorSports NT with a written explanation for the non compliance.

· Any possible fraud or misuse of MotorSports NT funds must be reported to the MotorSports NT Executive as soon as it is recognised.
7.2 Actions arising from non-compliance

· The Official must immediately refund any non-compliant transactions in relation to travel expenditure to MotorSports NT.

· In the event that the recipient of the funding is unable to refund monies due to MotorSports NT, MotorSports NT will be entitled to offset its loss against the Affiliated Clubs Major Event Funding amount.   
· Where the recipient has claimed any non-compliant expense reimbursement and these have been inadvertently paid to the claimant, the sum must be refunded immediately.
We, the undersigned,

· have read and understood requirements of the Official Training and Travel Policy 
Name                                                         Signature
	     
	     


Please return signed document to your Club President or Club Committee.

8 Application Form
*Hand written applications (excluding signatures) will not be accepted
*Incomplete forms will not be accepted
Motorsports NT is able to assist officials to train and/or travel to gain further accreditation by means of financial support. Training must be related to the activities of the respective club and must be accredited.
If you are attending a training event before 30 June, 2011 and would like to apply for funding assistance please complete the following application form and return to your Club President or Club Committee. 

Motorsport Club Represented

	Type here


Club Membership Number
	     


Official Details
Surname                                   First Name

	     
	     


Postal Address   

	     


State        Post Code

	     
	     


Date of Birth

	     


Email

	     


Contact Telephone
	Home:       

	Business:       

	Mobile:       


Preferred Contact Number  FORMCHECKBOX 
 Home  FORMCHECKBOX 
 Business  FORMCHECKBOX 
 Mobile
Training Information

Training Name and Location                                    

	     


Date
	     


Training Website or Contact Details

	     


Training Description

	     


Is this training accredited?
  FORMCHECKBOX 
 Yes   FORMCHECKBOX 
 No        

If No provide explanation
	     


Other Information that may help your application

	     


CHECKLIST

 FORMCHECKBOX 
    Completed Official Training and Travel Application Form 
 FORMCHECKBOX 
    Read and signed Official Training and Travel Policy Document 

 FORMCHECKBOX 
    Other relevant information to assist in your application

We, the undersigned,

· have read and signed the Official Training and Travel Policy document
· certify that this information is true and correct
Name                                                         Signature
	     
	     


Applications will be assessed on their individual merit by the Club Committee. 

Successful applicants will be notified by the Club Committee and will be required to provide receipts and a travel diary to acquit the funding grant. 
Please return signed Application Form and Policy document to your Club President or Club Committee for approval.
	CLUB OFFICE USE ONLY
DATE RECEIVED

CLUB COMMITTEE             ENDORSED/APPROVED        YES  /  NO         Please circle

Club President                                              Committee Member

Signature                                                            Signature
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