SWAT Swim Club 

Reimbursement Policy

Section 1: Purpose
1.1 This policy establishes consistent procedures for the reimbursement of authorized expenses 
incurred by coaches, officials/referees, Board members, staff, and volunteers while performing duties or completing requirements on behalf of SWAT Swim Club (“SWAT”).

1.2 All reimbursements require appropriate documentation and must comply with this policy and 
any other applicable SWAT policies.

Section 2: Definitions
2.1 USA Swimming Employed Coach
An individual employed and compensated by SWAT to perform USA Swimming coaching duties. This includes the Head Coach and other paid adult USA Swimming coaching staff but does not include Junior Coaches.

2.2 USA Swimming Employed Junior Coach
An individual employed and compensated by SWAT in a designated Junior Coach position who assists the USA Swimming coaching staff in accordance with SWAT policies and applicable USA Swimming requirements.

2.3 USA Swimming Volunteer Coach and/or Junior Coach
An individual who performs authorized USA Swimming coaching duties for SWAT without compensation and who meets applicable training, registration, background check, certification, and other requirements for the coaching role.

2.4 USA Diving Employed Coach
An individual employed and compensated by SWAT to perform USA Diving coaching duties and who meets applicable training, registration, background check, certification, and other requirements for the coaching role.

2.5 USA Diving Volunteer Coach
An individual who performs authorized USA Diving coaching duties for SWAT without compensation and who meets applicable training, registration, background check, certification, and other requirements for the coaching role.

2.6 New Coach
Any USA Swimming Employed Coach, USA Swimming Junior Coach, USA Swimming 
Volunteer Coach, USA Diving Employed Coach, or USA Diving Volunteer Coach who has 
not yet completed the applicable minimum coaching service requirement established by this 
policy.

· USA Swimming Employed Coach, Junior Coach, and Volunteer Coaches – 10 hours of coaching service
· USA Diving Employed and Volunteer Coaches – 4 hours of coaching service

2.7 Official/Referee
An individual who serves, or is completing the requirements to serve, in an officiating 
capacity at swim meets and/or dive competitions. This includes, but is not limited to:
· Stroke and Turn Officials
· Administrative Officials
· Starters
· Referees
· Diving officials, judges, and referees
· Individuals completing required coursework, on-deck training, shadowing, practical sessions, evaluations, or other requirements toward an applicable officiating certification

2.8 Board Member
An individual currently serving in an elected or appointed position on the SWAT Board of 
Directors.

2.9 Staff
An individual performing authorized work for SWAT who does not fall within one of the 
coaching or Board Member categories established by this policy.

2.10 Volunteer
An individual providing authorized, unpaid services to SWAT who does not fall within the 
definition of a USA Swimming Volunteer Coach, USA Diving Volunteer Coach, or 
Official/Referee.

Section 3: General Reimbursement Requirements
3.1 All reimbursement requests must:
· Be for an authorized or required SWAT-related expense
· Include an itemized receipt or other acceptable documentation when applicable
· Include sufficient information to identify the purpose of the expense
· Be submitted within the applicable timeframe established by this policy or another applicable SWAT policy

3.2 Unless a different timeframe is specifically established by this policy or another applicable 
SWAT policy, reimbursement requests must be submitted within thirty (30) days of the date 
the expense was incurred.

3.3 Travel reimbursements are governed by the SWAT Coaches Travel Compensation and 
Reimbursement Policy, including the submission deadlines established by that policy.

3.4 Requests submitted after the applicable deadline will not be reimbursed unless exceptional 
circumstances exist and an exception is approved by vote of the Board.

Section 4: Coach Reimbursement
4.1 Applicability
This section applies to USA Swimming Employed Coaches, USA Swimming Employed 
Junior Coaches, USA Swimming Volunteer Coaches, USA Diving Employed Coaches, and USA Diving Volunteer Coaches.

4.2 Eligible Expenses
Coaches will be reimbursed for required training, certifications, background checks, and 
other required credentialing expenses associated with their SWAT coaching position.

4.3 New Coach Service Requirement
Before becoming eligible for reimbursement of expenses identified in Section 4.2, a New Coach must complete the applicable minimum coaching service requirement with SWAT:
· USA Swimming Employed Coach, Junior Coach, and Volunteer Coaches – 10 hours
· USA Diving Employed and Volunteer Coaches – 4 hours

4.4 Initial Reiumbursement Timeline
Upon completion of the applicable service requirement, the New Coach has thirty (30) days 
from the date the requirement is completed to submit applicable receipts and a 
reimbursement request for eligible expenses incurred before or during the service 
requirement.

After the service requirement has been completed, the standard reimbursement deadline 
established in Section 3 applies to future expenses.

4.5 Travel
The New Coach service requirement (as identified in Section 4.3) applies only to 
reimbursement of training, certification, background check, and credentialing expenses. It 
does not affect eligibility for authorized travel reimbursement under the SWAT Coaches 
Travel Compensation and Reimbursement Policy.

4.6 All reimbursements require appropriate documentation and are subject to review and 
approval by vote of the Board.

Section 5: Officials/Referees
5.1 SWAT may reimburse Officials/Referees for approved training, certifications, background 
checks, and other approved credentialing expenses associated with obtaining, maintaining, or 
advancing an applicable officiating certification for swim meets and/or dive competitions.

5.2 All coursework, training, certification programs, and related expenses must be approved in 
advance by the Board before the Official/Referee registers for or incurs the expense.

5.3 Approval is not automatic merely because the coursework or training is related to swimming, 
diving, or officiating. Before approving a request, the Board must determine that:
· The training addresses a current or anticipated SWAT need
· Sufficient funds are available in the SWAT budget

5.4 An Official/Referee who pursues coursework or training without advance Board approval 
does so at their own expense and is not eligible for reimbursement unless the Board later 
approves an exception in accordance with Section 11 of this policy.

5.5 When obtaining, maintaining, or advancing an officiating certification requires an extended 
process involving coursework, on-deck training, shadowing, practical sessions, evaluations, 
or other requirements, the standard 30-day deadline from the date the expense was incurred 
does not apply, provided the applicable training and expenses were approved in advance.

5.6 To qualify for reimbursement following an extended certification process, the  
Official/Referee must provide:
· Documentation of advance Board approval for the coursework, training, certification, or related expense
· Proof of completion of all required coursework
· Proof of completion of all required on-deck training, shadowing, practical sessions, evaluations, or other requirements necessary for the applicable certification
· Itemized receipts or other acceptable proof of payment for all expenses requested for reimbursement

5.7 The complete reimbursement request must be submitted within 30 (thirty) days of completing 
the applicable certification requirements.

5.8 For approved expenses associated with maintaining or renewing an existing certification that 
do not involve an extended training or certification process, the standard reimbursement 
deadline established in Section 3 applies.

Section 6: Board Members, Staff, and Volunteers
6.1 Board Members 
Board Members will be reimbursed for required training, background checks, certifications, 
and other required expenses necessary to fulfill their SWAT Board responsibilities.

6.2 Staff and Volunteers
Staff and volunteers may be reimbursed for required or Board-authorized training, background checks, certifications, supplies, or other expenses associated wit their authorized service to SWAT.

Expenses that are not specifically required by SWAT must receive Board authorization before being incurred in order to qualify for reimbursement.

6.3 Reimbursement requests under this section are subject to the standard submission, 
documentation, and approval requirements established in this policy.

6.4 A Board Member requesting reimbursement shall abstain from voting on their own 
reimbursement request.

Section 7: Travel Reimbursement
7.1 Travel reimbursement for coaches and other authorized individuals traveling on behalf of 
SWAT shall be governed by the current SWAT Coaches Travel Compensation and 
Reimbursement Policy when that policy applies.

7.2 Eligibility for mileage, lodging, meals, per diem, and other travel-related expenses associated 
with swim meets, dive competitions, camps, clinics, and other approved events shall be determined in accordance with the SWAT Coaches Travel Compensation and Reimbursement Policy and any applicable Board authorization.

7.3 Nothing in this Reimbursement Policy expands, replaces, or supersedes the benefits, 
requirements, limitations, eligibility provisions, documentation requirements, or submission deadlines established by the SWAT Coaches Travel Compensation and Reimbursement Policy.

7.4 When the Coaches Travel Compensation and Reimbursement Policy applies to an expense, 
its provisions control in the event of a conflict with the general reimbursement requirements contained in this policy.

Section 8: Receipts and Documentation
8.1 Itemized receipts or other documentation required by the applicable SWAT policy must be 
provided for reimbursements.

8.2 When an expense involves reimbursement of an actual purchase or payment, receipts must reasonably identify:
· The vendor or provider
· The date of payment
· The item or service purchased
· The amount paid

8.3 A credit card or bank statement alone will generally not be considered an itemized receipt 
when an itemized receipt is reasonably available.

8.4 Receipts are not required for mileage reimbursement, per diem, or another reimbursement 
method that does not involve reimbursement of an actual receipted expense. Such reimbursements must instead include the documentation required by the applicable SWAT policy.

8.5 The individual requesting reimbursement is responsible for retaining and submitting all 
required documentation within the applicable deadline.

8.6 SWAT may request additional documentation necessary to verify that an expense qualifies 
for reimbursement.

8.7 Failure to provide required documentation within the applicable timeframe will result in the 
expense being ineligible for reimbursement unless an exception is approved by the Board.


Section 9: Submission Procedure
9.1 Reimbursement requests must be submitted by email to the SWAT Board of Directors 
at swatswimboard@gmail.com.

9.2 Each submission must include:
· The requestor’s full name and role with SWAT
· The date and purpose of each expense
· The amount requested for reimbursement
· Itemized receipts or other required documentation
· Any additional documentation required under this or another applicable SWAT policy
· The requestor’s preferred method of reimbursement, if applicable

9.3 The email subject line must include the requestor’s full name and “Reimbursement Request” 
in the subject line.  Example: Jane Smith - Reimbursement Request

9.4 The President or Treasurer shall forward or present submitted reimbursement requests to the 
Board for review and approval.

9.5 Submission to the email does not constitute approval of the reimbursement.

Section 10: Approval and Payment
10.1 All reimbursements are subject to Board review and approval before payment is issued.

10.2 No individual may approve or vote on their own reimbursement.

10.3 Approved reimbursements will be issued through SWAT’s normal payment procedures.

10.4 SWAT will not reimburse:
· Personal expenses
· Expenses unrelated to SWAT business
· Unauthorized expenses
· Expenses prohibited by another SWAT policy
· Expenses for which required documentation has not been provided

Section 11: Exceptions
11.1 Exceptions to the requirements or deadlines contained in this policy may be granted only 
when exceptional circumstances exist and must be approved by vote of the Board.

11.2 Approval of an exception in one instance does not create an entitlement to an exception in 
any future reimbursement request.

Section 12: Policy Administration
12.1 The SWAT Board of Directors is responsible for administering and interpreting this policy.

12.2 The Board may amend this policy in accordance with SWAT’s bylaws and applicable 
governance procedures.
Section 13: Oversight
13.1 All reimbursements must be approved by the SWAT Board.

13.2 The Board may establish budget limits.

13.3 Repeated unapproved purchases may result in loss of reimbursement privileges.

13.4 Nothing in this policy requires SWAT to reimburse expenses that were not authorized or 
that do not comply with this policy.

13.5 This policy governs general reimbursement procedures. The Coaches Travel Compensation 
and Reimbursement Policy governs coach travel reimbursement and controls in the event of 
a conflict regarding coach travel expenses.




