[image: image1.png]°°”°"ﬁ3?12§'¥Umgires




Claiming Expenses
Last Updated: 18 April 2007
The Basics:

The DCHUA website works on a database system.  You have to enter your Match Feedback after every appointed game you ACTUALLY umpire, so the Treasurer knows which clubs to charge for games done.  If you did not umpire an appointed game, or you turned up but the game was cancelled/another umpire was there then see separate advice for what to do, but DO NOT enter your match feedback.

Membership Status:

You MUST be a Member of DCHUA to claim expenses.  You will be one of the following member types:

· Neutral Pool

· Level One Qualified

· Level One Candidate

Claiming Process:

Completing Match Reports:

Please complete all your match reports and expense notifications- this is important for our records even if you do not intend to reclaim the expense arising. The cost of supplying pool umpires needs to be as realistic as possible so we can set the appropriate rates for following seasons. When you input this information you are merely ‘notifying’ the system that you umpired a game and the costs arising thereof. 

‘Claiming’ Expenses:

In order for the Treasurer to process the expense claim you need to physically ‘claim’ the amount you have earlier notified.  You do this by clicking the ‘Claim Expenses’ button on your individual page in the Members’ Area.  This takes you to a page titled:

‘Expenses Claim Input Form for >>> your name <<<’

Expenses Incurred

There then follows a list of expenses . . . .

IMPORTANT NOTE:

If you have any corrections to the listed ‘Expenses Incurred’ (e.g. mileage, etc.) let the Treasurer know so they can correct the claim BEFORE you do anything else.
Claims Paid and Outstanding

There then follows a list of expenses paid . . . .

Amount to be Claimed   123.45
All members are reminded that it costs the Association money as well as time and effort each time an expense claim is paid.
Each member is different in terms of personal circumstances, but please only claim as frequently as you need the expenses to be reimbursed.

	Amount of Claim
	123.45

	Subscription (2006/2007)
	10

	Donations to DCHUA
	0

	Donations to DCHUA Coaching Fund
	0

	Donations to MacIldowie Fund
	0

	Donations Back to the Clubs
	0
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At this point you are given the option of making donations to various things (DCHUA, DCHUA Coaching Fund, MacIldowie Fund or Clubs)!  The MacIldowie Fund is used to assist the further development of current international umpires and their coaches and those umpires who have been identified as having the potential to perform at international level.

WARNING: You will be unable to make a claim if you have outstanding Match Feedbacks’!
The system will also automatically pay your Subscription if you haven’t already done so.  Any amounts entered in the relevant boxes are deducted from your expense claim.  If you do not want expenses then you need to allocate the expenses due to you (113.45 in the above example) to any of the four categories.
Once you are happy with the amounts to be claimed and donated you confirm your instructions by clicking on the ‘Claim Outstanding Expenses’ button and your claim will be displayed on the web page. 

Previous ‘Partial’ Claim:
If you have previously partially claimed your expenses please complete the outstanding games so the Treasurer can pick these up all in one claim settlement. The system will update your previous claim(s) and consolidate them into one amount owing. 

Settling the Claim:

The Treasurer will now be in a position to settle the claim providing you are happy with all the information listed and amounts entered and the system agrees!
‘Treasurer’ Claim:

The Treasurer can make a claim on your behalf if necessary (e.g. if you don’t have internet access, are ‘blind’, don’t like buttons, can’t add or subtract, etc.).  However it is preferably if you got used to inputting and claiming yourself.  However, if you do need any help the please feel free to contact the Treasurer.

Claiming Period:
The normal claiming times are:

· 1st; After the last game in the calendar year (e.g. last game you do in 2006 is on 14th December so claim after you have entered your Match Feedback for that game).

· 2nd; After the last game of the normal season, but BEFORE the end of the Financial Year (which is 30th April).

Even if you are not in a desperate rush to be refunded, please make your ‘claim’ BEFORE the Financial Year End so that the Treasurer knows what expenses are liable prior to the AGM.
IMPORTANT NOTE:

Log into your Members Area on a regular basis (weekly is good).
End.
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