[image: image1.png]GLOUCH/TERSHIRE
MARKET TOWNJS FORUM




Gloucestershire Market Towns Forum 

(herein after known as the Forum ) 

Expenses Policy

Reimbursable  Expenditures
Reimbursable expenditures are pre authorised expenses and incurred while working on official Forum business. It is the responsibility of staff and Directors to ensure that all charges to be paid by the Forum are incurred for the benefit of the Forum and any expenditure incurred at the most economical and reasonable cost. 

Expenditures

1. Transportation
· The most economical and reasonable form of available transportation should be used:
· Directors and paid or unpaid workers may use their own vehicles for work travel with mileage to be reimbursed by the Forum at the approved rate. No reimbursement will be made for personal travel.
· Business mileage does not include travel to your normal place of Forum work.
· Where possible transport. should be shared.  This is not only beneficial to the Forum but also to the environment. 

2. Accommodation:

Where it is necessary to stay overnight members should make their own accommodation arrangements within the guidelines below, unless otherwise agreed 
· reasonably priced accommodation should always be sought  and used. Some hotels grant favourable rates, the traveller should inquire about such rates. 

· If it is possible to stay with relatives or friends on a business trip, then a claim for a suitable gift to the value of £25 can be made in lieu of accommodation.  This gift must be receipted.

3. Meals

Meals will only normally be payable where it is necessary for the conduct of business and with the prior approval of the Chair, Vice Chair of the Forum.
Reimbursement for meals, including tips, may not exceed the reasonable and actual meal cost The cost of any alcohol consumed will not be reimbursed. .

· For the purpose of this policy, a contribution towards meal expenses will be as listed overleaf 

· £4.00 for breakfast (applicable if not included in the cost of overnight accommodation or travelling earlier than 8am)

· £8.00 for lunch

· £12.00 for evening meal
Meals for persons other than the Director or worker ( paid or unpaid)  may only be reimbursed if the cost is necessary to conduct business with the prior approval of the Chair and Vice Chair.
4. Other Expenses

The following expenses are normally reimbursable if incurred through authorised travel: 

· Rental  vehicles ( bus, community transport or vans), if agreed by the Forum in advance 
· Taxi, shuttle bus, or underground fares 

· Parking and tolls 

· Telephone calls (when made in furtherance of business) 

· Childcare in relation to care needed to cover for exceptional circumstances, e.g. extended out-of-hours working, overnight absence.  This is subject to the agreement of the Forum and to a maximum of the current minimum wage.

The following items are not reimbursable through Forum funds: 

· Alcoholic beverages and tobacco products
· Mileage to and from your normal place of work 

· Outside activities offered as a part of a conference but not directly related to The Forums business. 

· Expenses directly or indirectly incurred by a spouse, dependent or other person travelling with an employee 

· Snacks, unless in lieu of a meal 

· Movie rentals, entertainment 

· Magazines and newspapers 

· Personal phone calls 

· Taxi costs related to personal entertainment 

· Personal health and hygiene items 

· Pet sitting 

· Fines for parking or traffic violations 

5. Overseas Travel
All travel arrangements will be submitted prior to travel, to be agreed by the Forum.
Method of Reimbursement
Expense claim forms must be submitted to the Finance Officer for approval.  All items must be accompanied by a valid receipt prior to approval.  A receipt should clearly state the date and the goods or service provided, a valid receipt is not represented by a credit or debit card slip.
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