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Summary - Travel, Subsistence and General Expenses 
Introduction
The payment of travel, subsistence and general expense costs is necessary to enable volunteers to fulfil their duties, such as visiting the Charity’s sites, meeting beneficiaries, and attending/participating in any of our events.
Travel and subsistence can be a significant but manageable cost to any organisation.  Therefore, it is imperative that this expenditure is controlled and processed in the most cost-effective way to obtain the best value for money and ensure proper use of charity funds.

Objectives:
· To obtain maximum value for money from the Charity’s expenditure on travel, subsistence and hospitality expenses

· To ensure that expenditure on travel and subsistence represents only necessary and reasonable costs incurred by volunteers engaged on authorised charity business

· To reimburse volunteers promptly for expenses incurred on charity business

Volunteers are encouraged to use the most environmentally friendly option for business travel - including car sharing, encourage the use of video/tele conferencing, reduce the dependency on car travel and encourage the use of public transport.

Scope
The Travel and Expenses policy applies to any volunteer submitting an expense claim.

Purpose
The purpose of the Travel and Expenses policy is to provide a framework for volunteers to follow when driving to and from their place of volunteering or when travelling on charity business. It also covers the class of travel and booking arrangements, as well as all subsistence and expense claim processes.
Travel and accommodation arranged outside of the Travel and Expenses policy will not be reimbursed (unless approved in exceptional circumstances).
Method of Travel:

· Own Vehicle – any volunteer using their own vehicle for charity business will be asked to undertake a driver questionnaire and provide proof of documentation annually including; insurance certificate, driving licence and current MOT where appropriate Mileage will be reimbursed at the HMRC business rate, which is currently 45p per mile for the first 10,000 miles and 24p per mile for Motorcycles. When claiming mileage record the start, finish and all locations of business in between, as well as the purpose of travel

· All Volunteers driving to and from their place of volunteering or when travelling on charity business must read and adhere to the Business Drivers’ Handbook where they drive for their volunteering role.  Volunteers driving of charity business will be familiar with and adhere to the Driving Risk Assessment and must complete Driver Safety Training
· Public Transport – Bus and train fare will generally be standard class and should be booked through the Charity’s Customer Care team, all tickets must be booked in advance to ensure the best possible discounts (except for volunteers who use public transport to get to and from their regular place of volunteering)
· Air travel – Air travel is permitted where there is no practicable alternative.  All air travel must be booked in advance through the charity’s Customer Care team

Accommodation:

· Hotel Bookings - Accommodation must be arranged in advance with the Charity’s Customer Care team who will book the most economical hotel within a reasonable distance from the event or office.  Where no accommodation is available within the Charity’s agreed price range a Director may authorise the next lowest cost option (usually London regions).  All extra costs e.g. newspaper, telephone call and mini bar must be settled by the individual 

· Staying with family or friends – With prior approval volunteers who take this alternative to hotel accommodation may claim for the purchase of a takeaway meal, subject to receipts.  This is only claimable where no other alternative was readily available

Subsistence:

· Meals – in most cases meals will be included as a package in overnight stays.  Where a meal is not included you will be informed of the options available
· Alcohol – No alcoholic drinks can be claimed within subsistence claims

No advances will be made for subsistence costs, nor may they be reclaimed from Petty Cash.
Other Expenditure:

· Telephone & IT Costs – The Charity will reimburse calls made using a personal telephone when supported by a detailed phone bill.  The Charity will not pay line rental, broadband or internet charges
· Postage – Costs appropriate to the volunteer’s role will be reimbursed when supported by VAT receipts
· Stationery/Office Expenses – Stationery and printer supplies must be ordered through the Customer Care team. Stationery not purchased via the Customer Care team must be pre-authorised before any claim can be made
Claiming Expenses
It is the responsibility of the claimant to confirm that the expenses have been genuinely and legitimately incurred on behalf of the Charity.  

Expense claims must be submitted within 3 months or less of the period covered by the claim.  Regular expense claims should be submitted monthly.

Expense claims must be submitted using the Charity’s Expense Claim Form and items should be coded where possible, have supporting VAT 
receipts attached and must be signed by the claimant.  
Authorisation

No one can authorise their own expenses. It is the responsibility of the person authorising the claim to verify that it has been submitted in accordance with the Travel, Subsistence and General Expenses Policy.

Payment of Expenses

Prior to submitting a claim volunteers will need to provide the Finance team with their bank details. All payments will be made via BACS within ten working days.
