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SAMPLE
VOLUNTEER EXPENSES POLICY

To use this policy, please read through it, change all references for “Kent Coast Volunteering” or “KCV” to your own organisation, and delete this page.
This policy describes a formal expenses procedure with a claim form (examples of which are at the end of this document). 
In particular, please review the following sections:
· There is mention of approvals being made by Trustees throughout this policy which you may want to change to co-ordinator/line manager/supervisor/etc. 
· Please add the email that expense claim form should be sent in section 3.0 where the placeholder [email] has been left.
· For small purchases where the volunteer will be paid back in cash at the activity your organisation is running/attending, ensure that receipts are kept and signed off as being paid. If this is a regular occurrence then consider adding another section to this policy to describe:
· How the receipts are handled and recorded
· Providing proof of payment to the volunteer







Kent Coast Volunteering
vOLUNTEER eXPENSES Policy
1.0 Purpose

Kent Coast Volunteering (KCV) believe that volunteers and trustees should never be out of pocket when performing activities for the benefit of the charity. All expenses must be for approved activities and agreed by the trustees before the purchase is made. We aim to reimburse expenses in a timely manner through a standard expense claim form.
This policy is written to ensure that neither the charity, or it’s volunteers or trustees, face any legal, tax, or benefits problems.
2.0 What we will Reimburse
Travel
· We ask that you consider the most cost-effective way to travel to undertake your role which may mean an alternative method of travel, booking in advance, and booking off-peak tickets
· When travelling via bus or train a receipt/ticket must be retained with evidence of the cost printed upon it
· When travelling by taxi a receipt must be obtained from the taxi service
· Car mileage is paid back at the standard HMRC rate of 45p per mile, with an additional 5p per passenger.
Activity Equipment
· All equipment bought for an activity must be approved by the board of trustees to be eligible for reimbursement
· For larger purchases, a letter should be submitted to the trustees stating the following:
· What you would like to purchase
· The reason(s) for the purchase
· The price
· Evidence that this is the most cost-effective option
· Any future prospects for this item to be purchased again, and how frequently.
· Anything purchased before approval is received from the board of trustees may not be eligible to be reimbursed.
Other Common Expenses
· Car parking – where possible we encourage everyone to park in places that are free but where there is no choice we can reimburse parking charges if a receipt is provided
· Food and refreshment – any volunteer working for longer than four hours will be provided with food and drink. If there are no provisions made then volunteers may be reimbursed up to £5, so long as a receipt of purchase is provided
· Administrative costs – such as printing, phone calls, or postage – may be paid back where the admin was necessary to perform their duties
· Any other expenses must be discussed with the board of trustees to ensure that it is within the bounds of your role.
2.1 Limits for Reimbursement
We cannot pay volunteers or trustees fixed sums, stipends, or monetary rewards. This may also include vouchers, regular gifts, or training that is not necessary for the role.
We can only reimburse for activities that can be proven by a valid receipt or ticket, or in exceptional situations, where there has been a conversation that has been confirmed and approved by the board of trustees as being valid and true.
If expenses were paid in advance of a purchase (after approval by the board of trustees), then a receipt must be shown as soon as possible after the transaction, and any money that isn’t spent must be returned or taken off a future expense claim.
3.0 How we will Reimburse
A ‘Volunteer Expenses Claim Form’ must be completed by any volunteer or trustee within three months of incurring an expense.
The form must be sent to [email] or handed to your supervisor/ volunteer co-ordinator.
The form must include:
· Full details of each expense claim, including date
· Receipts that are physically included, or are scanned/photographed clearly, and referenced appropriately on the form
· In cases of car mileage, include the total miles driven and the full details of the journey destinations
· The volunteer/trustee’s signature and date of the form submission
· If this is the first claim being made then the volunteer/trustee must also fill out the second page with their bank details.
Expenses are paid back by bank transfer or cash within two weeks of confirmation from KCV that the expense claim form has been received.
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