THSG Policy on Expenses
The following policy is based on Standing Orders 111A to 111O of the Rules of the Transport and Health Science Group (THSG) 14.12.2023. This policy has the authority of formal Standing Orders.	Comment by Watkins: When the new bye laws have been adopted these two sentences can be replaced with “Under bye law 112 this policy has the effect of formal standing orders”
Reimbursement of Expenses 
In general, trustees and other volunteers cover their own expenses as part of their contribution to THSG but where people need reimbursement in order to contribute to the work of THSG, the following rules apply, so that financial constraints are not a barrier to their participation.
Reimbursement of genuine and reasonable expenses necessarily incurred by trustees in the proper discharge of their duties is not a remuneration of the trustees. Such reimbursement of legitimate expenses can be made, subject to the provisions of these standing orders.
Trustees and other volunteers may be reimbursed for expenditure they have properly incurred on behalf of the charity, although it is preferable for expenditure to be made by the charity itself.
Staff of the charity may receive expenses and reimbursements in accordance with the provisions of their terms and conditions of employment. A policy on this matter will be approved by the Board and added to this policy if the charity employs staff.
Trustees and other volunteers travelling on behalf of the organisation may be reimbursed for public transport fares reasonably incurred using the most economical reasonable method and the cheapest reasonably incurred fare, provided they have complied with any guidance given by the Treasurer.
If, in order to save on costs for a planned meeting, they have reasonably incurred irrecoverable fares, they may be reimbursed for those even if the meeting is cancelled or they are prevented by illness or other similarly unanticipated eventuality from attending. However, this shall only apply provided they have complied with any guidance given by the Treasurer.
Paragraphs 5 and 6 above shall not apply to General Meetings or to other meetings where trustees or volunteers have been informed that they will not apply.
Claims for reimbursement shall be made in writing to thsgtreasurer@gmail.com and shall be supported by appropriate evidence (e.g. receipts, tickets).
a. The claim shall include the date of travel, the origin and destination, the travel mode, the cost and any information necessary to justify the choice of mode and ticket. For a claim under paragraph 6 this information shall be given about the intended journey and the circumstances of cancellation shall also be stated.
b. The claim form will contain a self-declaration the claim is accurate and incurred in connection with charity business;
c. The Treasurer or Honorary Treasurer is responsible for checking it for accuracy and authorising the payment; 
d. claims must be checked by a trustee who is not the claimant; and
Claims will be paid in a secure way, such as by BACS transfer
Where members incur expenditure or expenses which they do not wish to claim or which they are not eligible to claim they may ask for it to be recorded as a donation and simultaneously as an expenditure. This should be done in writing giving the same information as would have been given for a claim and containing a statement that the payment is waived as a donation and (if the claimant is an eligible UK taxpayer) is Gift Aided.
Trustees and other volunteers who walk, cycle, ride an animal or use their own private conveyance whilst travelling on behalf of the organisation may be reimbursed at the rate of 10p a mile. As this rate is deliberately set at a level which will encourage walking, cycling and equestrianism a more realistic rate may be used for the use of motor vehicles, motor boats or aircraft in a request under paragraph 10.
Fees paid for the conveyance of bicycles on public transport may be reimbursed as public transport fares. Cycle hire may be reimbursed as if it were a public transport fare but in that case the mileage rate shall not be claimed for journeys using the hired cycle. 
Car, boat or aircraft hire shall not be reimbursed unless specifically authorised in advance by the Treasurer. If it is authorised and reimbursed then the mileage rate shall not be claimed for journeys using the hired vehicle unless fuel costs are excluded from the reimbursed hire charge
Travel to a place shall be paid on whichever of the following is the least
e. From home to that place
f. From base to that place
g. The journey actually made 
Where a season ticket or rover ticket held primarily for purposes other than those of the charity is used for the charity’s purposes, reimbursement may be made for whichever is the least of:
h. The fare that would have been incurred if the ticket had not been held 
i. The cost of the ticket multiplied by the number of days on which it is used and divided by the number of days on which it is valid
j. Where the scope of the ticket considerably exceeds the length of the journey (for example where a national ticket is used for a short local journey), a reasonable proportion of the figure calculated under b
Where a trustee or volunteer makes a particular journey on behalf of the charity regularly and wishes to buy a season ticket for that journey the Treasurer may authorise the purchase of a season ticket and may reimburse the cost of the ticket, but if significant private benefit also arises an appropriate deduction shall be made. However minimal or unanticipated benefit may be ignored.
Where it is reasonable to buy a rover ticket because it is cheaper than the fare for the journey it may be reimbursed as the fare for the journey, notwithstanding minimal or unanticipated ancillary benefit.
