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CORPORATE POLICY 

Sub Topic:  Elected Officials Expense Policy Policy No. CORP.1-07    

Topic:         Finance and Accounting Employees Covered: Elected Officials   

Section:      Corporate Services Council Adoption Date: September 30, 2013 

Effective Date: January 1, 2014
 

Revision No: Date:  
  

 

Policy Statement & Strategic Plan Linkages 

Elected Officials may incur expenses which, in their judgement, are relevant to 

their duties. This policy safeguards the appropriate use and accounting  of 

municipal funds for Elected Officials, in line with the Town of Newmarket’s 

Community Vision direction “well-equipped and managed through fiscal 

responsibility”. 

Purpose 

This policy guides expenditures, including payment and reporting, of Elected 

Officials. Newmarket refunds Elected Officials for all reasonable costs incurred in 

fulfilling their duties. Elected Officials who incur business expenses shall exercise 

their best judgement when buying goods and paying for services. Expenses for 

goods or services of a personal nature will not be reimbursed or covered by the 

Town. 

Definitions 

Corporate expenses –  an expense that is incurred by or on behalf of the 
governing body and includes, but is not limited to, costs related to presentations, 
awards, public engagement/ceremonies, attendance at events required by 
Council and standard Town office support (administrative assistance, supplies, 
office furniture and equipment, computers, internet and telephones). 
 

Corporate expenses are set by Council in one of three ways: 

 during the budget process 

 by policy or protocol 

 by Council decision on a specific project, program or issue 
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Any expense incurred at the discretion of Council as a whole is a corporate 

expense.  In most cases, it would then be administered by staff in line with the 

established policies, procedures and practices. 

Discretionary expenses – an expense that is incurred by choice of an individual 
Elected Official. It includes, but is not limited to, conferences, conventions, 
training courses, meals, hotels, travel, mileage, subscriptions, attendance at 
events (other than those Town events where an Elected Official’s attendance is 
required by Council), and other business expenses. Council has directed that the 
Environmental Fund, also known as the “Green Fund”, is a discretionary 
expense.  

Guidelines for discretionary expenses are attached as Appendix ‘B’. They 
represent Council’s consensus of recommended use of their discretionary budget 
allocation. As such, they may be revised by the Director, Financial Services in 
consultation with members of Council, as appropriate without affecting the policy 
itself. These guidelines are not mandatory – Elected Officials need to be mindful 
of the public’s expectations. 
 

The responsibility for determining the appropriateness of discretionary expenses 

rests with the individual Elected Official and not with staff. The Elected Official is 

accountable to the public. 

Elected Officials - all members of Town of Newmarket Council including the 
Mayor and Regional Councillor. 

Eligible Expenses - reasonable expenses incurred in the course of Elected 
Officials fulfilling their duties. 
 

Ineligible expenses - expenses that will not be paid or reimbursed by the Town.  
 
These types of expenses are listed below: 

 items for personal use 

 expenses unrelated to Newmarket business 

 individual donations that do not support community group efforts in the 

Town 

 expenses incurred by a third party, for example expenses paid or 

requested by a group or individual other than an Elected Official 

 events for a for-profit organization 

 alcohol expenses  

 any expense for office supplies, furniture, or equipment (including 

computer and technology related equipment) that does not make use of 

the Town of Newmarket's approved vendors 

 transportation costs between home and work location (395 Mulock Drive) 

 election-related expenses 
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 expenses for ward/constituency events, publications or personalized 

stationery and business cards after June 30 of an election year 

 accumulated expenses exceeding the Elected Official’s annual budget 

allocation 

Procedures 

Council approved budgets allow Elected Officials to: 

• administer their offices as an Elected Official; 

• represent Newmarket at functions and events; and 

• perform their duties as Elected Officials. 

The following procedures shall be followed for corporate and discretionary 
expenses: 

1) Corporate Expenses 

All corporate expenses must comply with the policies and procedures 

established for staff expenses. Corporate expenses incurred by Elected 

Officials will require the approval of the Chief Administrative Officer (CAO) 

or Treasurer. 

2) Discretionary Expenses 

i) Processing: 

a. Discretionary expenses not paid using a Town Procurement 

Card shall be submitted to Accounts Payable as soon as 

possible after receipt of goods or services. Invoices or cheque 

requests must be accompanied by detailed information and 

receipts, identifying expenses and taxes as well as an HST 

registration number, if applicable. They shall be reviewed and 

signed off by the Executive Assistant of the area and either the 

CAO or Treasurer. 

b. Discretionary expenses paid using a Town Procurement Card 

shall be submitted to Accounts Payable as part of the monthly 

statement, due ten days after the statement period ends. The 

statement must be accompanied by detailed receipts, listing 

expenses, taxes, as well as an HST registration number, if 

applicable. The detailed receipts and the summary shall be 

signed by the holder of the card and reviewed and signed off by 

either the CAO or Treasurer for accuracy and completeness. 

 

In both cases, the sign off by the CAO or Treasurer is only for 

completeness and appropriateness of backup (account coding, 

etc.) and is not an approval of the expense. 
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No expenses claims should be processed for payment unless 

approved by the Elected Official submitting such. 

ii) Relationship to Budget: 

a. An annual budget is provided for each Elected Official. Any 

funds remaining unspent at the end of the year shall not 

be carried forward to the next ye a r . 

b. An Elected Official shall not exceed their  annual  budget 

without the approval of Council. 

c. The Treasurer is  authorized to withhold the  

re imbursement  o f  expenses from an Elected Official 

until Council approval if, in the opinion of the Treasurer, t he 

expense account has or will exceed i t s  annua l  budget 

after taking into consideration amounts previously expensed 

and committed to be expensed during the year. 

iii) Expense Accountability: The decision to approve a 

discretionary expense covered by this policy ultimately rests 

with each individual Elected Official. 

3) Reporting: 

a. Published expenses will include both corporate and 

discretionary expenses of Elected Officials incurred by the 

Elected Official and reimbursed by the Town of Newmarket or 

any of its boards (e.g.  Newmarket Public Library Board, 

Downtown Newmarket Business Improvement Area) and any 

appointments where expenses are funded by the Town, but 

would not include Newmarket Hydro Holdings Inc. or Region of 

York Council. 

b. Discretion will be used to present the information at a level of 

detail that discloses the nature and purpose of the expenses, 

and protects the privacy of identifiable individuals. The required 

personal and exempted information governed by the Municipal 

Freedom of Information and Protection of Privacy Act (MFIPPA) 

shall be edited and revised before being published and 

disclosed as part of the detailed Elected Official expenses on 

the Town’s website. 

Roles and Responsibilities 

Elected Officials 

 sign-off, authorize and submit expenses to the Director, Financial 

Services in accordance with this policy 

 meet all financial, legal and income tax obligations 
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 ensure that all purchases are in keeping with this policy and that 

invoices are authorized after orders have been received or services 

rendered 

 comply with procurement, accounting and financial policies approved 

for Elected Officials 

 contact the Director, Financial Services to seek advice on all aspects 

on the administration of this policy 

Treasurer 

 prepare and issue the statutory report, Remuneration and Expenses 

for Elected & Appointed Officials by March 31 of the following year, as 

legislated by the Municipal Act, 2001. This report includes a summary 

of wages and expenses for Members of Council and board members 

appointed by Council. 

 bring forward any disputes that are unable to be resolved over the 
payment of an Elected Official’s expense item to a meeting of Council 
for a final decision regarding the payment or reimbursement of 
expenses 

Director, Financial Services 

 publish Elected Official’s expenses, including year-to-date expenditure 
details, on the Town’s  website on a quarterly basis and within a 
maximum of 30 days after the end of each quarterly period, with the 
exception of the 4th quarter/year-end report which will be published 
within 60 days   

Financial Services Staff 

 process original/itemized receipts and any supporting documentation 

from Elected Officials relating to expenses 

 ensure prompt payment of all properly approved and documented 

expense claims 

 advise Elected Officials of the status of their budgets and expenditures 

 ensure that supporting documents conform with this policy 

 monitor changes in Town policies and procedures and review 

relevance of these changes for this policy and related procedures 

 provide training and orientation for Elected Officials at the beginning of 
each term and when required or as requested during the term 

 report Council expenses in compliance with this Policy 

 ensure that the Guidelines for Discretionary Expenses reflect the 

current Council consensus 

 update, create, amend and delete procedures to implement/administer 

this policy as appropriate 
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Review Period 

This policy shall be reviewed every four years in line with the term of Council. 

 

Cross References (as may be amended / updated from time to time) 

CAO.1.01 – Council-Staff Request for Information & Use of Resources 

CAO.1-02 -Professional Development Expense 

Corp 1.01 – Use of Corporate Resources & Election Campaign Activities 

HR. 8-05 - Mileage Allowance, License and Auto Insurance 

IT.1-01 - Internet & E-mail Acceptable Use Policy & Guidelines 

Municipal Act, 2001 

Municipal Elections Act, 1996 

Municipal Conflict of Interest Act 

Municipal Freedom of Information and Protection of Privacy Act 

 

Appendices 

Appendix ‘A’ - Guiding Principles to Elected Officials Expense Policy 

Appendix ‘B’ - Guidelines for Discretionary Expenses 
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