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Expenses Policy    


1. Interpretation  
The purpose of this policy is to ensure that payments for the re-imbursement of any costs incurred by an individual in performing their role for MWiB, are fair and equal and also ensures we are making best use of our resources. 
  
2. Eligible Expense Claims   
Individuals are entitled to make travel expense claims for all journeys where they are required to travel, for example to attend Executive, Forum or task group meetings organised by MWiB.  Where MWiB directs that a person go as a representative to a meeting or other occasion organised by someone other than MWiB, reasonable travel expenses may be reclaimed.
Wherever possible, a relevant ticket or receipt must be attached to the claim form.  E-mail confirmations are sufficient assuming that they are adequately dated and give the details of the departure and arrival point and the cost.

3. Travel  
Wherever possible the use of public transport is encouraged which is generally better for the environment and usually cheaper.     
a. By Rail   The cheapest ticket available should be purchased, where possible using advance purchase to take advantage of offers.  
b. By Car   Expense claims for personal cars will be accepted in the following circumstances:  
When two or more people are travelling together to the same event and it is cheaper than using public transport.  	
Where use of public transport would mean significant and unacceptable journey time.  
Carrying heavy resources or equipment that cannot reasonably be sent by other means.  
Physical impairment that would make public transport inappropriate or unacceptable. 
We would always encourage car sharing whenever possible.
The current mileage allowance as approved by HMRC is 45 pence per mile.  However for longer journeys please consider using a lesser rate per mile.
c. Taxis    Taxis should only be used in the following circumstances:
· where they are more economical than other means of transport or
· they are the only means of transport available or
· they are necessary because of a physical impairment or
· due to the need to transport bulky luggage, etc.  
They may also be used for reasons of safety late at night or in cases of emergency. They should not be used as a substitute for comprehensive public transport options, except in the cases mentioned above.  
d. By Air   Economy class should normally be used.  It is accepted that there may be circumstances where the cost of the fare and other travel arrangements need to be weighed against the cost and time/inconvenience of an additional night away from home. 
4. Refunds  
In some circumstances a public transport provider, such as a rail operator may provide a refund due to particular delays or cancellations. The traveller is responsible for assisting MWiB in reclaiming such refunds.

5. Overnight Accommodation  
It is accepted that sometimes it is necessary to book overnight accommodation because of the distances involved or the excessive cost of journeys during peak times.  The following rates are those recommended by the Methodist Church and as such are a reasonable guide when looking for suitable accommodation. 
Amount incurred not to exceed:  
London = £90.00 per night excluding VAT (£108.00 incl. VAT)  
Elsewhere = £69.00 per night excluding VAT (£83.00 incl. VAT)  
 		
6. Meals/Subsistence  
Again the following rates are those suggested by the Methodist Church and are used as a reasonable guide.
Full Day – up to £22.70 (£27.25 incl. VAT) in total. 
Lunch only – up to £5.80 (£6.95 incl. VAT) 
This is in addition to any overnight accommodation costs       
Note: For all MWiB meetings, appropriate meals and drinks will be provided.  Normally additional meals/subsistence claims would only be reimbursed if attendance at a MWiB meeting resulted in a long journey home arriving after a usual meal time.

7. Other Expenses
Claims may be made for other expenditure that has been incurred wholly and necessarily in the performance of their role for MWiB.  Receipts for all such expenditure must be attached to the claim form.

8. How to make an expenses claim
Claims should be made using an Expenses Claim form which can be downloaded from our website  http://www.mwib.org.uk/about-us/how-we-operate/finance.html  The completed form may be returned electronically to finance@mwib.org.uk or posted to:-
MWiB C/o Touchstone 4 Easby Road, Bradford, W. Yorks. BD7 1QX
All claims should be supported by appropriate receipts or e-mail confirmations for those returned electronically.  Reimbursement is made by direct banking, so the bank details need to be included the first time a claim form is submitted or whenever they change.
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