Churches Together in England (CTE)
Expenses Policy

1. POLICY
This policy applies to the staff and trustees of CTE in relation to expenses incurred during the pursuance of their duties.
It is the policy of CTE that no member of staff or trustee should be out of pocket as a consequence of expenses incurred during the normal course of their duties.
CTE shall reimburse staff and trustees for expenses incurred, provided such expenses are:
· In accordance with the following scheme of payments
· Presented through the official claim procedure (Pleo or Online Form) on a regular basis
· Previously authorised by the Line Manager / General Secretary
· Accompanied by receipts (or other supporting documentation)
Payment will normally be made by BACS.
2. SCHEME OF PAYMENTS
2.1 Mileage Rates
Mileage rates are set in accordance with those recommended by HMRC. 
Cars
On the first 10,000 business miles travelled in the tax year		45p per mile
On each additional mile over 10,000 miles				25p per mile

Motorcycles								24p per mile

Bicycles									20p per mile

These figures represent the maximum amount, which may be paid to officers and staff for work related mileage in their own vehicles, without any tax or national insurance liability being incurred.

Passengers
To encourage car sharing, an additional amount of 5p per mile (tax free) for each colleague that travels with you in your car on a work-related journey will apply.

[bookmark: _Toc207716638][bookmark: _Toc215383368][bookmark: _Toc221714310]2.2 Using own vehicle 
Staff using their own vehicle for travel on CTE-related business must ensure that their vehicle is insured for business use.
[bookmark: _Toc207716639][bookmark: _Toc215383369][bookmark: _Toc221714311]2.3 Travelling by Public Transport
Where public transport is used, staff and officers should obtain their own ticket. Rail travel will be reimbursed at Standard Class rate, and on production of proof of purchase of a ticket. Long distance travel may be undertaken by air if this is more cost or time-efficient or more practical.  
[bookmark: _Toc207716640][bookmark: _Toc215383370][bookmark: _Toc221714312]2.4 Overseas Travel
All overseas travel must be authorised by the General Secretary.
[bookmark: _Toc207716641][bookmark: _Toc215383371][bookmark: _Toc221714313]2.5 Subsistence
It is recognised that from time-to-time staff and trustees are required to travel in undertaking their duties on behalf of CTE.  It is expected that staff and trustees who are unable to participate in their usual mealtime arrangements exercise cost discretion in the purchase of any meals. HMRC have statutory regulations surrounding the reimbursement of such expenses which depend upon the minimum business journey time and therefore the tax-allowable expense (https://www.gov.uk/expenses-and-benefits-travel).
[bookmark: _Toc207716642][bookmark: _Toc215383372][bookmark: _Toc221714314]Breakfast
Where staff or trustees are required to stay overnight, staff have presumed consent to purchase breakfast. Any claims must be accompanied by a receipt.
[bookmark: _Toc207716643][bookmark: _Toc215383373][bookmark: _Toc221714315]Lunch
Where staff or trustees are required to be away from their normal place of work for most or all of the normal working day whereby provision of usual lunch arrangements is impractical, staff have presumed consent to purchase lunch. Any claims must be accompanied by a receipt.
Evening Meal
Where staff or trustees are required to work in the evening, or stay overnight, staff have presumed consent to purchase an evening meal. Any claims must be accompanied by a receipt.
Provision of meals for guests should be reasonable will be allocated to the relevant departmental expenses.
Incidental Subsistence Expenses
In addition to the above subsistence allowances staff and officers may additionally claim for incidental expenditure on refreshments such as tea, coffee, water etc with all claims being accompanied by a receipt and authorised by the line manager / General Secretary.
Overnight Allowance inc. Breakfast
It is expected that staff and trustees will select a reasonable standard of accommodation in advance of reservations being made and obtain authority in advance from their line manager / General Secretary. Claims must be accompanied by a receipt.

[bookmark: _Toc207716646][bookmark: _Toc215383376][bookmark: _Toc221714318]Alcohol
It is recognised that in certain circumstances e.g., attending invited functions, it will be necessary for staff to participate in, or indeed to provide some hospitality for, guests. In these circumstances, costs may be reimbursed on production of receipts and following authorisation by the General Secretary.
[bookmark: _Toc207716647][bookmark: _Toc215383377][bookmark: _Toc221714319]2.6 Office services and supplies
Where staff or trustees use their private mobile phone or private landline to conduct business on behalf of CTE the cost of calls will be reimbursed on production of an itemised statement.
The Home Working Allowance for staff should be used for any incidental administrational expenditure at home e.g. occasional printing, basic stationery. Significant printing/photocopying e.g. where necessary for a CTE event should be undertaken in the CTE office. However, if this is not practicable, this can be claimed as an expense.
Postage and courier costs for CTE business can be claimed as an expense.
Health and wellbeing-related expenditure e.g. adjustable office chair, adaptive aids such as copy holders, external monitors etc should be claimed as an expense. 
[bookmark: _Toc207716648][bookmark: _Toc215383378][bookmark: _Toc221714320]3. ADVICE AND GUIDANCE
If employees are unsure of the rules or what to do in certain circumstances, they should seek guidance from their Line Manager / General Secretary before completing their expenses claim.
[bookmark: _Toc207716649][bookmark: _Toc215383379][bookmark: _Toc221714321]4. ABUSE OF THE SCHEME
Any proven case of abuse of the scheme of payments will be treated as a disciplinary issue.
This policy will be reviewed triennially by CTE.
Approved by the Board of Trustees of Churches Together in England
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