
Transplant Sport UK Expenses Policy (Revised October 2019)

1. Policy Statement 

This policy establishes both the authorisation and claims procedures for all Transplant Sport UK (TS) employees, trustees and volunteers incurring travel, subsistence and other expenses while carrying out work away from the office or on behalf of the charity. 

TS supports measures to encourage green travel, including the use of technology to reduce business travel and therefore minimise car travel by walking, using public transport, bicycle and car sharing wherever practicable. 

TS has a zero-tolerance approach to fraud and commits to investigate any claims suspected of being fraudulent or excessive in accordance with Anti-Fraud, Bribery and Corruption Policy. TS reserves the right to withhold and withdraw the payment of expenses if you are suspected or it is proven that you have failed to comply with any of our policies and following investigation, disciplinary action may be taken. 

No reimbursement will be made if no actual expenditure is incurred. This includes subsistence and for example where you possess a travel pass or season ticket covering the journey. Employees must always act with personal integrity and judgement ensuring there is no personal/private gain from charity funds. 

You are reminded of the requirement to act responsibly with regard to spending charity funds. Approval authorities must be satisfied that the expenditure was reasonable in the circumstances. Any expenditure considered unreasonable will not be reimbursed.

2. Authorisation to incur expenses

Before making any arrangements or incurring any expenses to attend any events on behalf of TS, authorisation must be sought from a member of the TS Board of Trustees. 

Please complete the TS Expenses Authorisation Form included in this policy document ensuring your trip arrangements comply with this policy / guidance. 

No expenses will be paid unless accompanied by an approved and signed TS Expenses Authorisation Form. 

The form should be emailed to Richard.southerden@transplantsport.org.uk who will forward to a TS Trustee for approval.

3. The Process

Before booking or travelling:

You should plan TS representation activities, meetings and travel to ensure that you maintain a healthy balance between working time, travel time and personal time. You are expected to determine the most appropriate mode of transport on any journey taking into account the following:

Is the journey necessary?

· Can the work be done via Telecon, ‘Go To’ meetings, telephone, e-mail, or through
correspondence? If so, these should always be the first option to help reduce CO2 emissions and travel costs

· Can the work be rescheduled and combined with another journey to reduce overall travel costs?

Is public transport possible?

· Within urban areas you are expected to use Public transport e.g. rail, tube, bus or tram where this is available

· Public transport is generally safer than driving, results in lower emissions, and can be more efficient taking into account the ability to work en-route and avoiding road delays, etc.

Booking your travel

Rail Travel 
This should be booked in advance and should be 2nd class unless there are special circumstances that warrant 1st class agreed in advance via the TS Authorisation Form.
Where possible you should avoid booking open and flexible return tickets because they are generally more expensive than tickets for trains at fixed times.

Air Travel
At times, air travel may be necessary and used within the UK to minimise journey time and to offset the combined costs of overnight hotel accommodation plus either rail or car travel expenses. Overseas travel must be pre-authorised by the TS Board of Trustees using the TS Expenses Authorisation Form included in this policy document and best value must be demonstrated. 
 
Road Travel
· Car Parking, Toll and Congestion Charges
Actual costs incurred for car parking for short periods, toll and congestion charges will be reimbursed.
· Fines
You are liable for all fines and penalties incurred during charity business travel, including administrative charges, congestion charge penalties, parking fines, speeding penalties or any other additional charges for late payment regardless of driving a private vehicle OR hired vehicle.
· Taxis
Taxi should only be used when alterative public transport is not available e.g. Underground, bus, tram etc. and deemed essential. Taxis must not be booked on account in any circumstances for the transportation of charity employees, trustees or volunteers in any circumstances.



· Mileage
Mileage rates for travel by car are 45p and there will be a passenger supplement of 3p per mile if two or more additional staff/trustees/volunteers are travelling. If suitable public transport is available but the employee/trustee/volunteer chooses to travel by private car the rate will be 25p per mile unless otherwise authorised by a TS Trustee. Please state start and destination with number of miles

Accommodation

Hotel accommodation will be subject to the following limits: 

London – maximum price £100 per night; elsewhere in UK - £70 per night unless authorised by a TS Trustee.

Subsistance and TS Events

1. Claims for breakfast, lunch and evening meals when staying away from home for more than 24 hours, up to a value of £10 for Breakfast, £10 for Lunch and £20 per evening meal. Receipts must be provided. 

2. The charity will not pay childcare/dependent care costs incurred whilst carrying out normal duties, however, in exceptional circumstances (e.g. to attend a meeting on a day they would not normally work) and agreed in advance with a TS Trustee, the costs may be reimbursed. 

3. The charity will reimburse for phone charges where it is not possible to make the calls from the office. For this to be claimed an itemised bill will be required with charitable calls highlighted and attached as part of the claim.

4. For TS satellite events only one TS representative will be reimbursed for travel and hotel costs unless taking part on their own account. If the TS representative is participating, then half of these costs will be reimbursed. This does not include costs of social events.

5. No expenses will be paid for attending the annual BTG or bi-annual WTG unless authorised in advance to carry out a particular task/role on behalf of the charity.

Stationery

Stationery for TS use should be obtained from the TS Administrator and only purchased when pre-authorised. Where possible large-scale mailings should be carried out by the TS Administration. 

Receipts

Receipts must be provided to justify your claim and show what was purchased.



A receipt should contain:
· Name of supplier
· Address of supplier
· Supplier VAT number (if VAT registered)
· Description of goods or service provided
· For meals, the number of covers if the receipt is not itemised
· Total amount paid
A credit card slip is not a receipt.

Timescales for Submission of Claims

Claims should be submitted within 30 days of the expenditure being incurred. Any claims submitted more than 30 days later will require additional approval. TS may refuse to approve your claim if submitted after the timescales given above.

The official TS Expense Claim Form included in this document must be completed when claiming expenses and sent to the Richard Southerden Richard.southerden@transplantsport.org.uk accompanied by a signed TS Expenses Authorisation Form. TS Trustees are requested to submit all their claims to the TS Treasurer.  

Other expenses

Staff, trustees and volunteers should not enter into any agreements for expenditure on behalf of TS or submit requests for reimbursement of expenditure made unless approved in advance by the TS Authorisation Form. Failure to obtain necessary approval will result in rejection of any claim.








	TS EXPENSES AUTHORISATION FORM

	Name of event/meeting/activity being attended
	




	Date of event/meeting/activity being attended
	




	Reason for attendance and benefit/value to charity
	











	Forecast expenses
	

	Travel
	Rail
	£
	Car mileage
	
	Flight
	£

	Accommodation
	No. of nights
	
	£

	Other expenses (list)
	

	1. 
	£


	2. 
	£


	3. 
	£


	Applicant Name
	


	Applicant signature
	


	Date
	


	Authorised by
	



	Date
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	Name: 
	
	 
	Staff  / Trustee
	/ Volunteer
	
	 
	 

	
	
	
	
	
	
	
	

	Date: 
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	Date
	Description
	Travel
	Accommodation
	Subsistence
	Cap ex
	Other
	Total

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	 
	 
	 
	 
	 
	 
	 
	

	 
	 
	 
	 
	 
	 
	 
	

	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 

	 
	Total
	£0.00
	£0.00
	£0.00
	£0.00
	£0.00
	£0.00

	Claimant Signature
	



	Name
	



	Sort Code
	



	Account #
	



	Authorised by
	



		[bookmark: _GoBack]Please ensure all claim forms are accompanied by a signed TS Authorisation Form before sending to: Richard Southerden, Financial Controller at email Richard.southerden@transplantsport.org.uk 
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