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1. INTRODUCTION / GENERAL 

1.1   This policy is applicable to all Officers. The Club will reimburse Officers in accordance 
with the terms of this policy for all reasonable and proper expenses incurred in carrying 
out their duties, as volunteers, in support of the activities or management of the Club. 
Any attempt to claim expenses fraudulently or in breach of this policy may result in 
disciplinary action.  

1.2 Expenses (including travel costs) related to activities or events that are not classed as 
formal Club Events (such as attending local Area Meetings) are ordinarily not regarded 
as travel that is eligible for reimbursement under this policy. 

1.3   To obtain reimbursement of expenses, an Expense Claim Form must be completed 
and accompanied by receipts. It is not necessary to complete a separate form for 
individual items of expenditure. Where expenditure is regularly incurred forms should 
be submitted on a periodic (generally quarterly) basis as appropriate.  

1.4   Any expense likely to exceed £50 should ordinarily be pre-approved in writing by the 
Chair or Treasurer. If an Officer is likely to incur a particular expense regularly, the 
Chair or Treasurer may issue a general authorisation instead of giving written 
permission for each instance.  

1.5 Any cost that is likely to result in an expense claim in excess of the approved 
allowances published and updated from time to time should be pre-approved in writing 
by the Chair or Treasurer.  For the avoidance of doubt, an invitation from a Committee 
member for an Officer to attend a formal Club meeting (such as the Officers’ 
Conference) is regarded as a form of pre-approval.  

1.6   This policy may be amended at any time.  

 

2. TRAVEL  

2.1  The Club will reimburse the reasonable cost of necessary travel incurred in support of 
the activities or management of the Club. The most economic means of travel should 
be chosen if practicable and Officers should use existing travel cards or season tickets 
wherever possible.  

2.2 Travel that is mainly for personal purposes is not regarded as travel in connection with 
the activities or management of the Club. 

2.2   Air Travel: If travel by air is required in support of the activities or management of the 
Club, this should be discussed and pre-approved in writing by the Chair or Treasurer.  

2.3   Rail Travel: If travel by rail is required in support of the activities or management of 
the Club, Standard Class rail travel (or the cheapest available fare, regardless of class) 
should be used. All bookings should be made as far as possible in advance and, 
wherever possible, travel arrangements should take advantage of minimum fares (for 
example booking on specific timed trains rather than a flexible ticket).  



2.4   Oyster Cards:  Travel in London using Oyster cards will be reimbursed for specific, 
identified journeys only.  Officers should list the journey start and end point on their 
claim form and, where possible, attach a summary of the journey breakdown.  

2.5  Taxis or Private Hire:  Travel by taxi or private hire should be kept to a minimum and 
specifically not used for long journeys or journeys where public transport is available. 
Any proposed journey by taxi likely to cost over £50 must be pre-authorised in writing 
by the Chair or Treasurer.  

2.6   Cars:  Where it is cost effective to do so, Officers may use a car for travel in support 
of the activities or management of the Club. Car sharing between Officers should be 
used wherever practical to minimise costs incurred by the Club.  An expense claim 
should be submitted based on the miles travelled (for instance, using Google maps to 
confirm distances) and the Club’s approved mileage allowance which will be published 
and updated from time to time. Any associated, necessary costs (for example, for 
parking) must be supported by a receipt or the display ticket.  No penalty charges or 
fines will be reimbursed by the Club.  

 

3.  OVERNIGHT ACCOMMODATION 

3.1   Officers are entitled to claim for overnight accommodation when carrying out duties in 
support of the activities or management of the Club, subject to a maximum allowance 
that will be published and updated from time to time, when the journey between the 
origin (start point) and the destination (finish point) is expected to take more than three 
hours and either: 

 

3.1.1 Attendance at the destination would otherwise require departure from 
the start point before 0600; or 

 

3.1.2 Arrival at the destination, after leaving the start point, would otherwise 
be after 2100. 

3.2 If an Officer makes arrangements for overnight accommodation in line with 3.1 above, 
the Club will reimburse reasonable, receipted out-of-pocket expenses (for instance to 
cover the cost of a meal and refreshments) in accordance with an allowance that will 
be published and updated from time to time. 
 

3.3 If an Officer is entitled to overnight accommodation in line with 3.1 above but, instead, 
makes arrangements to stay without charge at family or friends then the Club will 
reimburse appropriate receipted out-of-pocket expenses (for instance, to cover the 
cost of a modest ‘thank you’ gift for the hosts) in accordance with an allowance that 
will be published and updated from time to time. 
 

 

Suggested Allowances (effective from June 2021): 

Mileage allowance (#2.6):    35p per mile  

Overnight accommodation (#3.1):   £60 per night 

Out of pocket/evening meal etc (#3.2):  £25 

Out of pocket/gift for hosts (#3.3):   £25 


