MEMBER TRAVEL SUPPORT TO ATTEND MEMBERS MEETINGS GUIDELINES

PCCC Ltd provides member travel support to attend members meetings, conducted by the corporation. 
Eligibility
PCCC Ltd will accept applications for assistance to attend the Annual General Meeting, or other Members Meetings, conducted by the corporation in accordance with the Policy for Member Travel Support to Attend Members Meetings and based on the following criteria:
1. The person seeking travel or accommodation assistance is a member of PCCC Ltd and entered onto the Register of Members; 
2. The member seeking travel or accommodation assistance will only be eligible for travel to the Members Meeting from the address entered on the Register of Members, unless they have updated their official address with the corporation, when this distance is greater than 200km.; and
3. The applicant is the appropriate person to apply for assistance (i.e. the Member driving the car being used for travel to the meeting or the member travelling by air, bus or train to the meeting).
4. The Member has registered for the Member’s Meeting (in accordance with the instructions on the Notice of Meeting) at least 5 business days prior to the meeting.
5. The Member has submitted this application form at least 5 business days prior to the meeting (in accordance with the instructions on the form).
6. Travel to the location of the meeting must be occurring within 3 days of the meeting.

Member Travel Support
In accordance with the Policy for Member Travel Support to Attend Members Meetings PCCC Ltd will provide travel and accommodation assistance within the following limitations:
· The maximum amount available under this support program will be capped at $200 per car (if travelling by car), or $200 per Member (if travelling by bus, train or air).
· Financial assistance to drive to the Members Meeting will only be provided once per car to the driver of the car (i.e. only one member can seek assistance for the journey to the meeting in the same vehicle).
· A Member travelling by bus, air or train are eligible to receive travel assistance equal to the amount of their return journey, as evidenced by a tax invoice/receipt, capped at $200 per Member. 
· Members who are travelling more than 300km from their Registered Address will be eligible for accommodation assistance at a value of $100, for use the night before or after the Members Meeting, where costs incurred are evidenced by a tax invoice/receipt. 
· Assistance will be in the form of fuel gift card, fuel voucher, prepaid card or other similar solution. No financial assistance will be provided in the form of cash.
· Assistance will be provided to Members at the Members Meeting.

· If you are a member of PCCC Ltd and First Nations Bailai, Gurang, Gooreng Gooreng, Taribelang Bunda Aboriginal Corporation RNTBC and these corporations are holding Members Meetings on the same date at the same location(s) then the Member may attend both Member Meetings but may only apply for travel and accommodation assistance once.
Application Process
The following process applies to all applications for travel and accommodation assistance under the policy:
1. All applications for travel and accommodation assistance must be made in writing on this Member Travel Support to Attend Members Meetings Application Form as soon as possible.
2. Completed forms must be submitted to PCCC Ltd at reception@pccctrust.com.au. 
3. Once eligibility is confirmed, the application will be processed. 
4. Assistance will be made available to Members at the Members Meeting.
5. This Application Form will be retained by PCCC Ltd to ensure all decisions and processes are transparent and accountable.



MEMBER TRAVEL SUPPORT TO ATTEND MEMBERS MEETINGS APPLICATION FORM

Date of the PCCC Ltd Members Meeting: ………………………………

	Member Registered Address: (please complete details)

	First Name:
	
	Last Name:
	

	Address:
	

	City/Suburb:
	
	State:
	Postcode:



	Member Contact Details: (please complete details)

	Email:
	
	Phone:
	



	Please update the PCCC Ltd Member Register and other contact databases held by PCCC Ltd, the PBC or the Development Corporation with the above registered address, email and phone number.
	Yes        ☐
	No           ☐



TRAVEL DETAILS
Complete Section A or B 

	A: Travel By Car

	I am the driver of the car travelling to the Members Meeting.
	Yes / No

If no you are not eligible for travel assistance.

	The registration number of the car in which I am travelling to the members meeting is:
	

	The number of kilometres from my registered address to the meeting location is greater than 200 km
	Yes / No

If no you are not eligible for travel assistance.



	B: Travel By Train, Bus or Air

	I am travelling more than 200 km by train, bus or air to the Members Meeting from my registered address.
	Yes / No

If no you are not eligible for travel assistance.

	The cost of my travel is:
	$ 

	I have attached evidence (tax invoice/receipt) of the cost of my travel by bus, train or air.
	Yes / No



ACCOMMODATION
	C: Accommodation Assistance

	The number of kilometres from my Registered Address to the location of the Members Meeting is greater than 300km
	Yes / No

If no, you are not eligible for accommodation assistance.

	I wish to claim accommodation support for use the night before or after the Members Meeting
	Yes / No

If no, you are not eligible for accommodation assistance.

	I have attached evidence (tax invoice/receipt) of my accommodation costs
	Yes / No

If no, you are not eligible for accommodation assistance.



	Checklist

	Application completed in full
	☐
	Invoice(s) attached to this application (if required)
	☐


Once the application form has been completed in full and the invoices/receipts have been attached please sign and date the declaration below.

	Applicant’s Declaration:  I, the Applicant, confirm that:

	I am a PCCC Ltd Member

	I am applying for travel assistance to attend a PCCC Ltd Members Meeting and my Registered Address is over 200 km from the meeting location

	I am an appropriate person to apply for the travel support requested (driver of the car or Member travelling by bus, train or air)

	If I am claiming accommodation assistance, and my Registered Address is more than 300km from the PCCC Ltd Members Meeting

	
……………………
Name of Applicant
	
…………………………
Signature of Applicant
	
……/……/………
Date



