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Colbury Memorial Hall 
Charity No. 301786 

 

Expenses Policy 

Purpose 

This document outlines our policy for expenses.  

Applicability 

This policy applies to trustees, staff and volunteers incurring travel and out-of-pocket expenses.  

Principles 

El igible Expenses.  We will only pay expenses that are reasonable, incurred exclusively and necessarily in 

carrying out the work of our charity.  

Approval  and Payment.  No one may: 

• Both authorise and pay a claim 

• Either authorise or pay themselves, or family member or any company in which they have an interest, 

either directly or through a family member or close friend 

Novel  and Contentious Expenditure.  This will only be paid in exceptional circumstances, very rarely 

without prior approval, and all such expenditure must be approved by a majority of the trustees.  

• Novel  - does not meet the letter of our regulations. That is, paying an expense that has not been 

authorised. For example, payment of subsistence rates that exceed the limits in this policy.  

• Contentious - meets the letter of the relevant policy, but where the need for it or the cost involved 

may reasonably be questioned; for example, where a person may question the need for the 

expenditure or it may reasonably have been incurred but might appear too expensive 

Environmental. Where travel is necessary, sustainability and environmental issues will be taken into 

consideration when planning meetings and journeys. 

Administration 

Expenses may only be claimed for approved travel and out-of-pocket expenses, using our expenses claim form. 

Submitting Claims 

An expense claim form should be completed: 

• Attaching original receipts 

• Submitted for approval by a minimum of two people (the Treasurer and/or authorised bank signatories)  

Checking and Approval  

A minimum of two people (the Treasurer and/or authorised bank signatories) are to check all expenses claims 

to confirm that: 
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• The costs were reasonable and necessarily and exclusively incurred in carrying out the work of our charity  

• For approved duties 

• Supported by receipts 

• Comply with the procedures and limits in this policy 

Claims not supported by receipts will only be approved in exceptional circumstances, where it was not possible 

to obtain a receipt. This is to be explained in detail in the claim to demonstrate this is the case. 

Claimable Expenses 

General 

Trustees, staff and volunteers should travel by the most cost-effective mode of transport considering 

time, nature of the journey and cost. The start and end points and reason should be stated on the claim.  

We will not reimburse employees for travel that is primarily for business purposes, but which is 

substantially the same as travel between home and the permanent place of work. 

Rail Travel 

You should book the most economical tickets in advance and travel standard class. First class travel may 

be used where there is a justifiable need, such as restricted mobility. This requires prior approval  by a 

majority of the trustees, and you may be required to provide a doctor’s certificate or similar to justify 

the need. 

Taxis  

Public transport should be used where possible, but taxis may be used if: 

• Public transport is unsuitable e.g. bulky equipment is being transported 

• Public transport is not available, such as late at night or during a strike  

• A taxi would be cheaper 

• An emergency, such as someone being taken to A&E, or for health & safety reasons 

• If unavoidably travelling late (after 9pm) and not using a taxi would represent a risk to an individual  

Private Vehicle 

You may use your own car provided that:  

• This has been agreed by a majority of the trustees 

• You hold a current driving license 

• Your vehicle has a valid MOT and insurance policy that provides cover for driving on business* 

*Business cover is required by many insurers, but some may waive that for voluntary use if it is declared 
to them - each person will need to check with their insurer. 

Costs for parking and any congestion charging will be reimbursed. We will not reimburse any fines or  

infringement penalties, for parking, late payment of congestion charging or similar.  

We will pay the HMRC vehicle mileage rate and will also pay the HMRC rate per passenger per business 

mile for carrying trustees, staff and volunteers in a car or van on journeys which are also work journeys 

for them. 
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Subsistence  

Where you are required to be away from your place of work for 5 hours or more and food/refreshments 

are not available at the meeting, event or hotel/B&B, we will pay subsistence. In the case of breakfast, 

you will have left home by 6am and, in the case of evening meal, are staying overnight or unable to 

return home before 9pm. Claims may include other costs, e.g. Wi Fi where this is essential to carrying 

out your work, but not alcohol or expenses for entertaining. The maximum that may be claimed is: 

• Breakfast - £10 / Lunch - £10 / Evening meal - £20  

Accommodation  

Overnight accommodation may be booked when reasonable and cost effective. Accommodation costs 

must be approved by a majority of the trustees before booking or payment is made. A maximum of £15 

with receipts may be claimed for staying overnight with friends or relatives. A further subsistence 

allowance for dinner may also be claimed with receipts in relation to the overnight stay.  

Shared Expenses  

Where expenses are paid for a group, the most senior person should pay and submit the claim, which 

should include the names of all trustees, staff, volunteers included.  

Trustee, Staff and Volunteer Expenses  

Subject to the provision of this policy, trustees, staff and volunteers may be given approval to claim for:  

• Travel to and from meetings/activities (not including Trustees’ meetings) 

• Overnight accommodation 

• Printing, postage and telephone calls for charity work 

• Childcare or care of other dependants while attending meetings 

Other payments to trustees, e.g. for being a trustee, or for the provision of goods or services are covered 

by our Governing Document and Charity Commission regulations and are not covered by this policy.  

Availability 

This policy is published on our website https://www.colburymemorialhall.org.uk/ and shall be given to 

anyone who wishes to have a copy. 

Version Control - Approval and Review 

This policy shall be reviewed and approved annually by trustees, following a change in legislation or other 

significant factor. 

Version No Approved By Approval  Date Main Changes Review Period 

1.0 Trustees 31.10.2025 First version approved Annual 

     

 


