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Reimbursement of Expenses & Purchases:

Policies & Procedures
Background

1.

Trustees' expenses must be authorised in advance by two Trustees, one of whom must
be either the Chair or Treasurer;

All expenses claims must be submitted within 30 days of the end of the relevant
activity.

Expenses may only be claimed later than 30 days with prior approval from the
Treasurer.

Expenses claim forms may also include claims for the reimbursement of goods/services
purchased by the claimant on behalf of the Charity.

Claims for the reimbursement of purchases must be accompanied by documentary
evidence of each purchase (eg: point-of-sale receipt, travel ticket, etc).

Travel Expenses

Public transport should be used wherever possible.
When it is not practical to use public transport, or where more than one employee or
volunteer is travelling the same journey, travel by private vehicle (car, motorcycle, etc)
is allowed and a mileage allowance (at the rates set by HMRC) will be paid.
You may only use your private car in connection with Charity business if, at the time of
each journey, it has a valid:

a. certificate of insurance for the kind of journey involved;

b. road tax (if required);

c. MQOT certificate (if more than 3 years old).
Mileage should be claimed from your home
Parking costs incurred when on charity business will be reimbursed.

. Taxis (preferably pre-booked mini-cabs rather than “on demand” hire) may be used

where either no public transport is available or the journey time by public transport is
unreasonably long (particularly where the journey involves multiple changes).

Subsistence

11.

Subsistence costs (eg: for refreshments, meals & hotel accommodation) will only be
considered when an employee or volunteer is on authorised Charity business and away
from home for more than 4 consecutive hours.

Other Types of Expenses

12.

The above examples of expenses claims are illustrative, not definitive.



Reimbursement of Expenses & Purchases

13. All claims submitted for the reimbursement of expenses incurred on Charity activities
and/or purchases made on behalf of the Charity will be vetted for compliance with
charity law, taxation law and these policies and procedures before being authorised for
reimbursement.

14. Claims which are not presented to the Sedlescombe Village Hall CIO, containing a
personal address and bank account details, or which are incomplete, inaccurate or
otherwise not compliant with relevant legislation will be returned for correction or
rejected. You may use the form at the end if you wish, or your own invoice format.

15. Valid claims will be authorised for reimbursement as soon as is reasonably practical
after receipt. Payment will usually be made by BACS transfer directly to the claimant’s

bank account. Alternatively in the case of small claims (less than £20) payment may
be made by cash..

"Waiving” Reimbursed Expenses/Purchases as a Gift Aided Donation

16. Irrespective of HMRC guidelines, SVH CIO cannot accept a waiver of expenses as a
cash donation for gift aid or any other purposes.

17.1f you receive expenses from SVH CIO you may choose to return it to SVH CIO as a
donation if you wish.
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Sedlescombe Village Hall CIO
Expenses & Purchases Reimbursement Claim

Description:

Ref Item

Amount

Total Reimbursement Claimed

| claim reimbursement of the above out-of-pocket expenses and/or purchases which were
actually, necessarily, reasonably and incidentally incurred by me in promoting the purposes

of the Charity.
Please make the reimbursement by: ¢ cash (less than £20 only),

¢ BACS (on-line)

For reimbursement by BACS my bank sort-code is:

8-digit account number is:

Account name:

Claimed by

Name (print) Signature

Date dd/mm/yyyy

Address

Authorised by




Notes on Completing the Form

]

]
]
]

Please provide original point-of-sale vouchers for all expenditures, wherever possible.

Identify each sales voucher, receipt, etc with a unique number in a circle (eg: m) and write the
number in the column headed "Ref".

Please remember to SIGN & date the form above. The date should be the date when you make
the claim, not the date when the expenses were incurred.

If you have any problems or queries please contact the Treasurer.



