
RULES AND OPEN GOVERNMENT 6-i3-07 
COMMITTEE MEETING DATE: c7 I 

ClTY OF 

S A N  TOSE Memorandum 
d 

CM'ITAL OF SILICON VALLEY 

TO: RULESANDOPEN 
GOVERNMENT COMMl'TTEE 

SUBJECT: Council Expenditure and 
Reimbursement Policy 

FROM: Richard Doyle, City Attorney 
Lee Price, MMC 
City Clerk 

DATE: June 8,2007 

RECOMMENDATION: 

That the Rules and Open Government Committee approve the draft Council Expenditure and 
Reimbursement Policy for consideration and adoption by the City Council on June 19,2007. 

BACKGROUND 

On October 3,2006 the City Council reviewed the current policies relating to Council 
expenditures and reimbursements. The City Attorney and City Clerk were directed to develop a 
comprehensive Council Expenditure and Reimbursement Policy for discussion by the Council 
Rules Committee. 

The CounciI indicated at the October 3,2006 meeting that it would like the new Council 
Expenditure and Reimbursement Policy to be based on higher standards than what is legally 
required. Further, Council indicated a desire that the new policy establish clearer guidelines as 
to what types of expenditures are permitted, including expenditures to support community based 
organizations and constituent outreach, 

The M e s  and Open Govenunent Committee discussed various dements of a revised Council 
Expenditure and Reimbursement Policy on January 3 1,2007 and directed staff to develop a draft 
policy for review and discussion. The Committee asked s ta f f  to clarify "sponsor" (as it relates to 
special events); the use by a Councilmember of a City-owned or leased vehicle; and what cannot 
be paid for using public dollars. The Committee concurred that there is a need by each 
Councilmember to get out in the Community and participate in local events. It was suggested 
that a budget be identified for constituent outreach and a clear policy developed to provide 
guidance as.we1l as limit the need for fundraising. me Committee also agreed that if the City 
provides funding to an organization, then individual members of the Council should not have to 
buy admission to the event. The Committee also requested the draft policy include provisions 
regarding mass mailings and advertising. 
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The Committee reviewed and discussed the draft at four meetings in May. Based upon the 
Committee's input, staff was directed to present a comprehensive draft policy at the June 13, 
2007 Committee meeting with a god of forwarding it to the full Council for adoption prior to 
June 30,2007. 

ANALYSIS 

Discussion by the Committee has provided additional insight and guidance for staff regarding 
key policy elements. The attached draft policy addresses the following: 

I .  Establishes the public purpose and process regarding expenditures by the Mayor and 
Councilmembers 

2: Describes the scope of the policy and establishes key definitions, including City or 
Redevelopment Agency sponsored events 

3. Provides compliance with the City Charter regarding compensation for the Mayor, 
Councilmembers and their staff 

4. Establishes policies and procedures regarding: 
a. retention of consdtants 
b. office supplies and equipment 
c. admission to events + 

d. membership dues 
e. publications and subscriptions 
f. advertising 
g. constituent outreach 
h. employee recognition 
i. grants 
j. travel 
k. food and beverage 
1. contributions to non-profit organizations 
m. unauthorized expenditures of public funds 
n. process for payment, reimbursement and review 

The draft policy contains some elements that require further discussion with the Committee: 

Gifts to constituents: Staff is recommending that gifts to constituents (flowers, memorabilia, 
etc.) not be a permitted expenditure. While expenditures for employee recognition are permitted, 
they are limited and clearly defined. The concern about Councilmembers providing gifts to 
constituents is one of articulating a public purpose for the expenditure. The example of a 
refrigerator magnet provided by a Councilmember to the community which contains contact 
information regarding various City departments, programs or services can be justified as 
communicating important information with constituents and therefore would not be considered a 
gifi. However, a gifl with no element of benefit to the public, no matter how small, is not 
appropriate. Furthermore, it could be perceived that Councilmembers are using publc funds for 
personal or political benefit, and expenditures should therefore be restricted. 
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Restrictions on grants and donations of less than $250: Staff is recommending that: grants 
and monetary donations under $250 be prohibited. The primary consideration in establishing a 
minimum grant or donation amount is the cost and staff time required to process the legal and 
fiscal documents of small expenditures. Staff is recommending that the Committee balance the 
relative minor impact of smaller contributions with the resources required to administer those 
funds. 

Restrictions on providing meals at neighborhood or community meetings or events: 
In its discussion of the staffs recommendation to allow Councilmembers to purchase light 
refreshments for public meetings or events with constituents, it was suggested that they also be 
allowed to provide dinners for Neighborhood Advisory Council (NAC) meetings or other similar 
functions. Staff has not included that provision in the draft Policy because of concerns about 
different NACs being treated differently, and the perception that the med is being provided by 
the Councilmember and not the City. If the Council decides that NACs should be provided 
meals at their meetings at City expense, the Council can direct staff to do so. 

Admission to events held in Citv of San Jose facilities: A suggestion was made that 
Councilmembers be exempted from paying for events heId in City or Redevelopment Agency 
funded facilities andlor which the City is sponsoring or co-sponsoring the hnction. 
Implementation of this waiver may require additionaI coordination with various City 
departments and agencies to alter the facility use agreements to require event sponsors to comply 
with this requirement. Further, this issue is more appropriately addressed in the Gift ordinance, 
than in this Expenditure policy. 

Personal Benefit Derived from Admissions to Events: During the Committee's discussion 
about the appropriateness of the City paying for admission to events when the Councilmember 
may receive personal benefit, the Mayor suggested that we consult the IRS rules for deduction 
for charitable contributions when a personal benefit is received. The R S  specifies that the 
amount of the deduction is mything in excess of the fair market value of the benefit received. In 
other words, if the admission price to an event is $100 and the value of the dinner is $50, then the 
deductible contribution to the charity is $50. The draft policy provides that the City may pay for 
the contribution portion of the admission price, provided that the Councilmember does not also 
claim a tax deduction. We need further direction as to whether the Committee is recommending 
that the cost of the dinner should also be paid for by the City. 

Based on prior Committee discussion and Council direction, staff is recommending that two 
policy elements, Mayor and Council Travel and Special Events, be deferred at this time. Staff 
will continue to work on these elements and report back to the Committee with revised policies 
and procedures concerning these topics: 
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Mayor and Council Travel: On August 8,2006 the City Council adopted Resolution 73340 
which amended Cify Council Policy 9-5, Travel by Elected and Appointed City Officials. The 
Resolution made the following changes to the policy: (1) to provide that only the City Council 
may designate one or more Council Members or members of Boards or Commission to act as the 
official representative of the City; and (2) to require that all out-of-state travel of an official 
nature by the Mayor, even if taken at no expense to the City, must be approved by the Council. 
Staff recommends that Policy 9-5 and related administrative procedures be reviewed and 
revisions brought to the Committee and Council for further consideration. 

Special Events: After discussions in the Committee meetings involving expenditures on special 
events, Staff is recommending that Special Events be a specific expenditure category in the 
Constituent Outreach provisions of the Policy. On February 1,2005 the City Council adopted 
Ordinance 725 17 which required Councilmembers to submit a memorandum to the Rules 
Committee describing the event and proposed use of any funds in Special Event Accounts. The 
Council also referred to the Blue Ribbon Task Force procedural issues involving disclosure by 
Councilmembers of the receipt of contributions. Several other procedural items were also 
referred to staff to return to Council for further action. Since %t time, the Blue Ribbon Task 
Force has disbanded and the issues for clarification have not yet been submitted to the Council 
for action. During the Committee's January 3 1 discussion, staff was requested to clarify 
"sponsor" as it relates to Special Events. In light of a number of unresolved questions and issues 
related to Special Events, Staff is recommending that the current draft policy be implemented. 
However, additional policy and procedures should be drafted regarding Special Events and 
presented to the Rules and Open Government Committee for further consideration prior to 
submittaI to the full City Council. 

CONCLUSION - 

The revised policy will provide guidance for the Mayor and Councilmembers, their staff, 
Council Appointees and the Administration regarding appropriate expenditures in furtherance of 
the Council's legislative and representative duties as the elected leaders of San Jose. The 
proposed draft policy meets the objectives established by the Council and Committee as 
expressed through prior discussions and direction to staff. The Offices of the City Attorney and 

' City Clerk, in cooperation with the Administration,-will continue to develop additional policy 
revisions regarding Council. Travel and Special Events expenses. These issues will be brought 
back for Committee and Council review and action later this summer. A 

Lee price, MMC 
City Clerk 
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I DRAFT CITY COUNCIL EXPENDITURE AND REIMBURSEMENT POLICY 

PURPOSE 

The purpose of this policy is to clarify and establish guidelines regarding proper 
expenditures and reimbursements for Members of the City Council and their 
offices. 

The Mayor and Councilmembers must be reimbursed for expenses incurred in 
the performance of their duties or functions of office. (Charter Section 408) The 
office staff to the Members of the City Council must also be reimbursed for actual 
and necessary expenses incurred while performing Official business of the City 
when such expenses are authorized or approved. (Charter Section 902) 

The City Clerk shall perform all idministratiwe functions on behalf of the Mayor's 
I Office and each Council Office, including the review and approval of 

expenditures and requests for reimbursement made konsistent with this Policy, 
and the negotiation and execution of contracts made consistent with this and all 
other City policies regarding contracts. The City Cte* may authorize a designee 
to perform these functions. 

SCOPE 

This comprehensive policy clarifies the authorized use of City funds to pay for all 
Mayor and Council Office expenses. 

In determining whether an expenditure is appropriate to be paid from City funds, 
the Council finds that the following activities by the Mayor, Councilmembers and 
their staffs, provide benefit to the City: 

I 1 . Meeting or communications with constituents regarding,CCfy .................... ...- { Delated: : 1 
operations, services, projects, programs and policies; matters pending 
before the City Council or other governmental agencies; and issues 
raised by constituents. 

?. Meeting with state and federal officials regarding issues that impact 
City operations, services, projects, programs and policies, or the 
community; 

3. Participating in regional, state, and national organizations whose 
activities impact City operations, services, projects, programs and 
policies; 

4. Attending educational seminars or conferences to better inform public 
officials regarding issues that impact City operations, services, 

' 

projects, programs and policies, or to improve their skills; and 
5. Recognizing and promoting public senrice in the community. 
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This policy incorporates by reference existing expenditure and reimbursement 
policies that apply to the Mayor, Councilmembers, and their office staff, and 
establishes the parameters for other expenditures and reimbursements unique to 
public office. 

DEFINITIONS 

For the purposes of this Policy, the following terms shall be defined as specified: 

Advertising 
"Advertising" or "~dve~isem@~t"~ea?~th~.pa~ment~~or..~!!e.~!!ar:emle~.~.of~ aaaaaaaaaaaa .-- 1 
message in any newspaper, magazine, ,oro!.any.broadcasf. s~~tern~.oyo!.a?~. ....... 
electronic medium. "Advertisement" does not include the listing of contributors to 
an or~anization in an event proqram. 

Event ............................................................................................. i 1 . . - - Formatted: Font: Bold 

"Cih, Sponsored Event" means an event to which the City or Redevelopment 
Aqencv has contributed funding or in-kind services. in additi~r- fufundinq----.. 3 
requested by the Mavor or Councilmember. 

Constituent , 

"Constituent" means residents of, and businesses, civic, cultural, and educational 
institutions within the City of San Jose. 

Constituent Outreach 
"Constituent Outreach" means communications with constituents to promote civic 
involvement and public awareness of City operations, services, programs, and 
policies, matters pending before the City Council and to elicit input from 
constituents regarding such matters. 

,Cafiaulbnt ........................... :. ........................A. : ,.-- ....................................................... 
,"Consultantn m e w d e p e n d e n t  contractor, as determined in compliance with ........ 
the federal Internal Revenue Service Guidelines, hired by the Citv to provide 
professional services to the Mavar or a Councilmember. 

G iii - ................... ............................................................................. .............................. 
;Gift" means the voluntary t r a n s f e n s e w i c e ,  ~ a v m e n w e ,  ~aid..,... .....- 
for with City or Redevelopment A~ency  funds without the City or Aqency - - - - - , , , , - - - - -. 

, ..--[ Formatted: Font: Not Bold 
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EXPENDITURES AND REIMBURSEMENTS 

I A. MAYOR AND COUNCILMEMBER COMPENSATION ----.  -. - 

...................--- { Formatted: Font: 10 pt 1 

Councilmember compensation is an authorized City expense. 

The Mayor and Councilmembers receive a salary and benefits which include 
medical insurance, dental insurance, life insurance, retirement benefits and car 
allowance. D.es~!ai~es.?nd.~~~eRt~.a~e.estab!~~hed.b~~orcl.inan~ce,.a~f:!.the :.-- . -1 - - . D e W :  Pursuant to Charter ......... 
Salary Setting Commission has made its recommendation to the Counci!. . . 

Deleted: t 

Since the car allowance is intended to cover vehicte wear and tear and fuel 
costs, mileaqe reimbursement is not an authorized expenditure for the Mayor and 
CoLJnciImembers. , * i ..-- Daked: l  , 1 .................................................................................................. 

MAYOR AND COUNCIL OFFICE STAFF COMPENSATlON 

The salaries and benefits of the Mayor and City Council support staff are 
authorized expenditures as long as the staff is hired and compensated pursuant 
to the City's policies and procedures. 

C. RETENTION OF CONSULTANTS 

The Mayor and Counci@emberg-~ay2~e~j?,a Q?sul?an.t to provide services to. ,---,:. .- .. 
assist in the provision of City business, includins but not limited toJhefollowing...... -.. .. 

*:... services : . .. 
1. Event planning for Citv Sponsored Events; , . ,  
2. Web site design for the Councilmember's official Citv website;& 

........................... Research on specific -eredevelopment issues;., 37 _.-*- ....................................... 
The Mayor or Councilmember must provide a description of the scope of ..... r ................................................................................................................. 

services for the Qqsultant t o  the.Office.of.the.Cib.Cle*, and, if the request is for.. 
a consultant to provide research on specific City or redevelopment issues, with a ' k . .  

cow to the Citv Manaqer or Executive Director. The City Clerk is authorized to 
execute all consultant agreements on behalf of the Mayor or Councilmembers 
following all applicable City contracting procedures. 

..... I T 
Deleted: 1 ................................................................................ 

D. OFFICE SUPPLIES AND EQUIPMENT 

Acquisition of office supplies and equipment used solely for the conduct d City 
business by the Mayor and Council members is an authorized expenditure, 
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subject to the review and approval of the City Clerk, and consistent with all City 
contracting procedures.. 

E. ADMISSION TO EVENTS 

Formatted: Font: 10 pt 1 

....... Admission to the following events for the Mayor and Counci@embersLa~their---~- {neletd. 1 
staffs are authorized expenses: I -  

1. A C ! ! Y ~ ~  I....,..II... ............................................... __.-- 
=:-..- *.. - .. 

I. 

................................................................................................................ 2- , 
Fundraising events where the proceeds of the event benefit a +.-"--. 

-. 
*.> *h l  . ,  

I. 

Deleted: Locd 

one staff person, to attend with the Mayor or Councilperson, is also an 
allowabie expense. In addition, admission for a spouse or siqnificant 
other, as appropriate and dependins on the event, rnav also be an 
allowable expense. Admissidn to an ev=nt attended by a Council staff 
person in lieu of the Mayor or Council member is also an allowable 
expense. Additionally, admission to an event for any City required 
security detail is an allowable expense. ' ,. -l-l_--..... 

+.. ...-{ Deleted: <#Y 
T -'--*".,,--.... . 

3. Admission to conferences, meetinss or seminars qermane to city , "~DIIII&: Indent: ~ e f k  18 
government, economic development, land use, public safety. patk and 
recreation services or any other area of munici~al qovernance that the 
City undertakes. i 

Payment or reimbursement by the City for admission to events which are not 
authorlzedabdayeppwt be. approved .by. the. Cou!!cI! .i.! advance. of !?.the. ~a~mem or. .. :.-- - - A _ _  .. I r e i m b u r s e m e n r ~ t  theend. of each fisca!year,.!?e.Clt~.C!er~. wil!.reeorttoth.e ..... :. . . . . . .  
Council the total City expenditures for these events by the Ofice of the Mayor - - -  - The list may ba amended 

and each Council office. by the Ci Coumll fmm timeto time. 
fhe  City Clerkwill maintain an 
updated list d approved events. 

F. MEMBERSHIP DUES 
+,+. - Deleted: JI m y  memberships to be paid for b y  the Citv on behalf f the Mavor or ............... _{ 3 

Council offices are memberships in those qovernmental associations in which the 
Citv's membership extends to its officials, such as the Califorpia League of Cities, 
the National Leaque of Cities and the National Conference of Mayors. 

PUBLICATION SUBSCRIPTlONS 
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Subscriptions to the followins types of publications are authorized expenditures: 
1 The publication is included as part of membership ..................................... in an organization . - - - {OW: ll 

V.. ' . . . . . . . . . . . . . . .  ................................ - 
approved by Council pursuant to the Policy; or 

The publication is a trade publication specific to city government, land 
use, public safety, park and recreation services; or any other area of 
municipal governance that the City undertakes; or 

The publication is a local publication containing information of general 
interest to the community. 

The cost of advertising is an authorized expenditure if the advertising relates to 
the following: 

t .  A City %r,nsored.Bek ....................................................................... 
2. Recruitment office staff for the office of the Mayor or a Council office,-.- 

Any advertisements paid for from public funds must properly attribute the City by 
including the City's logo in the advertisement-The design of such 
advertisements should conform to the state law restrictions renulatinq mass 
mailings, except that the advertisement may contain bath the Councilmember's 
name and District desiqnation, and slitlht variations in font size for clarification 
purposes may be allowed. 

I. CONSTITUENT OUTREACH 

osts ....................................................................................... incurred by the Mayor or any-Councilmember in conduct~ng-the following Deleted: q I E :_ .............................. C 3 
constituent outreach activities are authorized expenditures: 

t I. the state law restrictions ................... Deleted: Noticing meetinpa or dher 
re~utatinq mass mailinqs. events with wns~twnts that are open 

ta . the public 

2.onducting informal surveys limited to eliciting constituent prioritiesIneed~,:~:.-,-- : <*Prwiding light 
........................................................................................................ mts at rneetrngs or 
except that the Citv will not pay for any such surveys within 12 months '.:f,;,. ah constituents that 

of any election in which the requestinq official may run, Fufihemore,, in., ::..'%.. 
no event shall the City pay for any polling activities related to any I ',', -. '# ', 

person or issue that is or is expected to be the subject of a political 'I ' . I .  

'. . ' , . '  
, 

!=mPa'gn, ................................................................ .....,............. . . . .  3. '. . . .  
+ . " -- 

( FormUd:  Indent: Cek 36 pt ] 
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3, -3 --- 

..... 

unless approved in advance by the City Coulicil. 

EMPLOYEE RECOGNITION 

osts ................................................................................. incurred by the Mayor or Council members in recogn~t~on .......................... of employee I $ ..:.:. 
performance or service are authorized expenditures as long as such 

I expenditureqare consistent with the City's! j~jrative Policy No. 4.1.4..- .---  .A 
.. .--I Deleted: meet I 

K. GRANTS 

Councilmember or Mavor directed monetary contributions. tosrqanizations qe..  ........... 
authorized expenditures onlv if the folIowina,criteria are met: , ................................. 

I . .The amount of the contribution is at least $25O,QO;,a?d ....................... 

2. T h e m t h e  form of a written aqreement: anA .................. 

3. q m n e  is either: ........................................................................... 

A n p r o f i t  orqanization; a local unincorporated as-, 
or a local political subdivision of the State of California h e .  school 
district) and the want is for educational, cultural, or recreational 
purposes. if the fundinq is from the Arena Cornmunib Fund; or ': '[ Formatt& Indent: k R :  54 pt, *. Hanalnn: 27 pt I 

, b b - -  
or a local political subdivision of the State of California (1.e. school 
district) which provides services to San Jose residents or 
businesses, if the fundinq is from the General Fund. 

I 
P. ' 

h ' .  . In no event shall wants be authorized for religious or ~olitical purposes .,............... 
7 < 

, . , . . . 
TRAVEL 

Costs incurred related to official travel by the Mayor, each Councilmember, and 
their staff pursuant to City Council Policies No. 9-5 and 0-4 are authorized 
expenditures: 
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M. FOODANDBEVERAGE 

_.-- . I Fmnatted: Font: 10 pt 1 - 

Costs incurred by the Mayor and Council for the purchase of food and beverages I ~lnder the followi.n,~!~umstance (1reauthorized.ei(p.e.n_F1It~res; ................................. - - - - - f  Deleted: 1 

1. P u r s u a n t x s  Food and B e v e r a e e n d i t u r e  Policy (City Policy..+::..--- -.. 
Manual Section 5.1.51 

... 2. Providinq lisht refreshments at meetinqs or other events with constituents -.. 
Numkred -+ Level: 1 + Numberlns 

1 The purchase of alcoholic beverases is not an allowable ex~ense. 

... Wle: 1, 2, 3, + Start at: 2 + 
Allgoment: leR + Aligned at: 54 pt 
+ Tab after: 90 pt + Indent at: 90 

N, CONTRIBUTIONS TO $ION PROFIT ORGANIZATIONS ,--. ................................ _ _ - -  

Cash contributions to non ~ r o ~ ~ r g a n ~ a ~ o n s m a ~ ~ y ~ j n d ~ v ~ i ~ u a l ~ ~ o ~ n ~ i ~ I a f f i c e s . $ . $ ~ ~ ~ ~ ~ ~ -  .. 
aresu~~~~~.to.the.~rovi~.i~!ns..o!Pa.ra~ra~~.K.a~~~e. ................................................ L .  . %.ll > . 

. . -  . . . . 
In kind contributi~ns of Council office staff .............. time ! .............................. us& of City equipment J ................... or use of '. . '. I - 

\ ' 

City facilitieSjs n !~ ,  la uthorized if a!! of.!b@. fo!!ow!ns .condition.~-.ar.e. .met;-. .............. 3 . .:* -. 
' 5  '.:'. I and I 

............... 1. Theor~afi i~ationis~~onp~ofi~co.~~o~a.~.ion~an~~1.!incor~orated I ......................................... 
associat~on, or,a political subdivision of the State of California [i.e. ................................................................................... 
school district); 

Z ..... ..The.orsa?~~at.ion.~r:ovides.s.~rv.~ces to. Sari. Jose .residentsand.. ............ 
........ 3.-The.organiza.tiol!.ack?ow!edgestheCjfy. of Sari Jose.asthedo?orl 

T.... ....................................................................................................................... 
'., .. '. ., 

I ,O. . UNAUTHORIZED EXPENDITURE OF PUBLIC FUNDS .............................. :(,*': :: 
::'::' :, ;'::::. 

I Notwithstanding any provision jn ....................................... this Policy to the contrary .w. the ............................ following costs 
incurred by the Mayor or City Council are not authorized expenditures and will 

I not be paid for by the City: 

1. The personal portion of any trip; 
2. Political or religious contributions or events; 
3. Family expenses, including partner's expenses when accompanying 

official on City -related business, as well as children - or pet-related 
expenses; 

4. Entertainment expenses, sporting events (including gym, massage 
andlor golf related expenses), or other cultural events; provided 
however, that expenses incurred in the use of the City's box at the 
Arena, subject to the provisions of City Council Policy 9.1 1 are 
authorized expenditures ----. *- .......................................................... 

. I .  . 
: :.:. :1 Deleted: asrocWon; or I 

...-.{ Mew:. 1 ...... 
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Personal automobile expenses, including repairs, traffic citations, 
insurance, or gasoline; and 
Personal losses incurred while on City business. 

_.-- - { FormaM: Font: 10 pt 1 

Any questions regarding the propriety of a particular type of expense should be 
resolved by the approving authority before the expenses is incurred. 

PROCESS FOR PAYMENT AND REIMBURSEMENT AND REVIEW 
1 

.. -. ( F o m M  Font: (Default) Arial ] .......................................................................................................................... " 
All requests for reimbuisements and prqcessins of ~avments must be submitted 
to the City Clerk. The City-Clerk will process certain ~--uant to the ..... ,,,I. . .-- Formatted: Font: (~efault) M a 1  

followinq City policies: ---. 
Forma- Font: (Default) Anal - - 

Tra'vel, Citv Policv Manual, Section 1 -8.2 ~ - - - - - . - . + . - - - d u a - b ~ - - + ~ x . L - - - -  

+, 2. :Cify ProcuremenfCards,tv Policv Ma?&Section 5.1.2 - - +_ -d -d -w- - - - - . - - . - :  .--._ 
3. Petty Cash and -Funds, Finance Administrative Manual, +. ............... 

Section 5.6 . > .  . . . . , 

Each of these policies has certain restrictions and limitations on what expense 
types are allowable under the   articular policy. 

AII other expenses not covered by the above policies must be submitted to the 
Citv Clerk for processins and reimbursement usinn the Expense Reimbursement 
Form available on the Finance Department lntranet. 

7 ................................................................................................................................. ..-- Deleted:q 
' 7 I 
--.., L.", J .  
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