


2. Approvals 

2.1 Meals and Entertainment Expense Claims must be submitted within one week of 
the end of each month for all meals and entertainment in the preceding month. 

2.2 Meals and Entertainment Expense Claims submitted by the Chair shall be 
approved by the Chair of the Audit Committee. 

2.3 Meals and Entertainment Expense Claims submitted by all Directors and the 
President & CEO shall be approved by the Chair. 

2.4 Meals and Entertainment Expense Claims submitted by management of the TPA 
shall be approved by the President & CEO or, in the absence of the President & 
CEO, by the Vice-President and CFO. 

3. Reporting 

The Chief Financial Officer will present a summary of Hospitality (Third-Party) Expenses 
of the Board of Directors and management to the Audit and Finance Committee and the 
Board of Directors on a quarterly basis. The report will include the name, position and 
amount spent per month. 

4. Website Reporting 

The Chief Financial Officer will ensure that a detailed report of the Hospitality (Third­
Party) Expenses of the Board of Directors and President & CEO will be posted on TPA's 
website on a quarterly basis (example attached). The report will include name, position, 
date, purpose of the expense, number of attendees, location and amount spent on each 
occaSIOn. 



Hospitality Expense 

Hospitality Details 

For: Mr. John Doe, Title 

Purpose: Lunch Meeting with Port 
Association Members 

Date(s): June 30, 2009 

Attendees (s): Total (x), TPA (x), Guest (x) 

Location: Joe's Restaurant 

TOTAL : $xx 


