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Contact 


c/o Estate Office, Winterthur Way,Basingstoke RG21 7UB





1 Introduction


1.1 Objectives of the Policy


The objective of this policy is to set out rules and procedures governing the payment of expenses to VHMC directors and staff members. 





1.2 Coverage of the Policy


The policy applies to all directors and staff of VHMC.





1.3 Definition


Committee Meeting means meeting where all members are directors of VHMC or in attendance at the request of a VHMC board member.





2 Policy Statement


2.1 Preamble


It is VHMC policy to reimburse directors and staff for reasonable expenses necessarily incurred in connection with our organisation. Directors and staff should be neither financially advantaged nor disadvantaged as a result of incurring genuine business expenses. Any discount obtained in the course of incurring an expense must be included in any subsequent claim.





2.2 Travel Expenses


We will pay the reasonable costs of necessary travel on behalf of VHMC. Travel to meetings and between offices must be by the most cost effective mode of transport, taking into account journey time as well as monetary cost.





by car Where it is cost effective to make a business journey by car, a mileage allowance may be claimed at the prevailing rate set by HMRC. (� HYPERLINK "http://www.hmrc.gov.uk/rates/travel.htm" �http://www.hmrc.gov.uk/rates/travel.htm�). Claimants should refer to � HYPERLINK "http://www.hmrc.gov.uk/mileage/employee-factsheet.pdf" �http://www.hmrc.gov.uk/mileage/employee-factsheet.pdf�





by taxi Taxis should only be used where necessary. If a taxi is used, a receipt should be obtained for the fare and submitted with the expenses claim.





by train Travel must always be by standard class. Tickets must be booked as far in advance as possible to obtain cheaper fares. A copy of the ticket must be attached to the expenses claim.





Travel by any other means must be preapproved.





2.3 Accommodation Expenses


We will pay reasonable cost of accommodation where an overnight stay is necessary on behalf of VHMC. Any overnight accommodation must be pre-approved.





Bookings must be made directly with the hotel.


A copy of the hotel bill must be attached to the expenses claim. As far as possible, accommodation should be selected for convenience and booked in advance to obtain the best possible rates. The rate per night should not exceed £130 including VAT (£150 in London) and breakfast costs. 





2.4 Subsistence Expenses


Subsistence: away overnight


When a journey on behalf of the Service makes it necessary to stay away from home overnight, reasonable out of pocket expenses incurred will be reimbursed. This includes: (i) Hotel bills  Breakfast  Lunch, evening meal and beverages, to an overall maximum of £40 per day (ii) Other personal incidental expenses such as private telephone calls, newspapers, laundry and alcoholic drinks, to an overall maximum of £5 a night. These figures are not flat rate allowances but limits on the amount of actual expenditure that will be reimbursed against receipts.





Subsistence: no overnight absence


If no overnight absence is required, but extra expense on meals is incurred as a result of having to travel on behalf of the VHMC, a claim for meals and beverages up to a maximum of £15 per day may be made against receipts. No subsistence allowance will be paid in relation to any committee meeting. 





2.5 Entertaining members, guests and visitors


A claim may be made for the reasonable and appropriate cost of entertaining VHMC members, guests and visitors where such entertainment is either in connection with a statutory obligation (e.g.: A/EGM) or likely to assist VHMC in promoting its strategic objectives (e.g.: during contract negotiations). Reasonable costs may include venue hire where a suitable venue is not available free of charge. 





2.6 Committee Meeting Expenses 


A claim made be made for travel costs incurred to/from committee meetings; no other expenses shall be payable without pre-approval.





2.7 Reimbursement Process


Expenses will be reimbursed if they are supported by valid receipts, submitted on a VHMC expense claim form and authorized in accordance with the procedure below.





Position�
<£50�
>£50�
�
Staff�
Company Secretary�
Chairman�
�
Director�
Company Secretary�
Chairman�
�
Company Secretary�
Chairman�
Audit Chair�
�
Chairman�
Audit Chair�
VHMC Board�
�



In claiming reimbursement, confirmation must be given that the expenses have been incurred, and that the business to which they relate has been carried out in the manner most cost effective to VHMC in the circumstances. Any requirement for pre-approval must also have been satisfied.





Authorised expenses submitted in accordance with this policy on the required form will be paid directly into the claimant’s bank or building society account in the week following receipt of the claim.
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