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Description automatically generated] COUNCIL ON THE AGEING Victoria - Volunteer TASK REIMBURSEMENT FORM              

	NAME:  
	SENIORS CARD? (Please circle}                                Yes / No

	DATE of Activity
	Description of Activity 
	Class & GL Code
	Hours
	Reimbursement

	
	
	
	At Task
	At Home
	Travel
	TOTAL
	Public Transport
$4.40/$8.80
	Private Vehicle (km)
	Meal/Other Allowance (specify)

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	Office Use Only
	Total Hours
	
	@ $           . 
	@78c/km
	@ $10.00

	
	
	
	$
	$
	$

	Volunteer Signature:
	Date:           /       /
	Total Reimbursement
	$

	Supervisors Signature:
	Date:           /       /
	Finance
	Date:
	Initials:

	I WISH TO DONATE THE REIMBURSEMENT TO COTA VICTORIA 
	Yes / No

	Please provide your banking details if this is your first claim OR if you bank details have changed

	Account Name:
	BSB:
	Account No:

	CONDITIONS

Thank you for Volunteering at COTA Victoria .    

All volunteers are entitled to reimbursement of out-of-pocket expenses incurred while travelling to and from and while engaged in tasks.  A Tax Receipt is required to enable reimbursement of all authorised expenditure incurred.

Public Transport will be reimbursed at the daily rate of $4.40 for Seniors.  For country travel please provide your travel receipts.  Where public transport is not available or not appropriate, for example when required to carry equipment or at night, private vehicles, may be used.   Travel by private vehicle is reimbursed on a mileage basis at $0.78 cents per km. Use of private vehicles or taxis should be approved in advance whenever possible.  

Volunteers who are required to work over a meal period (over 5 hours at task) will be reimbursed a meal allowance, at a rate of $10.00 per meal.  

A Task Report sheet will be issued to volunteers, and will be used to calculate reimbursement and record volunteer activity. This includes:
· At home preparation time
· Travelling to and from an assignment
· Time carrying out the tasks
· Meal allowance

A record of this activity is important to COTA to keep an accurate measure of the overall volunteer contribution to the organisation and to keep a record of individual contribution. The value of such contribution in-kind is also important in reports to government and grant applications.  
All volunteers are covered by Personal Accident and Voluntary Workers’ insurance. This covers volunteers while they are on COTA business, from the time they leave home until they return, provided the journey is uninterrupted.
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