
Sandwell LINk

EXPENSES POLICY


General statement of intent

The aim of the Expenses policy is to ensure an equitable process for reimbursing out of pocket expenses that are incurred by Sandwell LINk members and participants while carrying out their work. The aim of this policy is to ensure that all members and participants are not deterred from carrying out their work because of expenses that may be incurred and also the commitment on the Host’s part for wanting to support the LINk in its activities. 
Policy Statement

This policy outlines the procedures that are necessary in order to effectively process and pay expense claim forms.

1. Claim Forms

a. Full details of the expense incurred should be included in the claim.

b. They must be signed by both the LINk member/participant and Host manager.

c. All requisite receipts must be attached and the relevant mileage rate used.

2. Petty Cash

When LINk claim petty cash, they must follow the procedure outlined:

a. Administration will prepare a reimbursement claim to the Community

Regeneration Manager stating what the petty cash fund will be used for and how much is required.
b. Once approval has been granted and signed by the Community

Regeneration Manager, the claim will be sent to finance to be processed and recorded and copies will be kept in the Community Regeneration Department at Black Country Housing Group.

c. Payment

Payment will be made by BACS transfer if the amount claimed is above £15.00. Claims under £15.00 will be administered by petty cash. If claims are handed in before the 15th of the month, we will endeavour to process payment by the first week of the following month.  
All processes underpinning this policy will be reviewed within the ethos of continuous improvement, efficiency and value for money in order to give best value to our LINk members and participants. 
Requirements of the Policy / Procedure

The following reimbursements apply:

a. You will receive a reimbursement at the Standard Class travel rate for travel by rail, bus or other appropriate public transport. 
b. Car journeys are reimbursed at the rate per mile applicable at the date of travel as notified from time to time.

c.       All expenses will be sent to the Finance department once they have been approved by the line Manager.
The Host reserves the right to challenge any expenses claims that are deemed inappropriate and not LINk-related. LINk and Host should be in agreement beforehand of any activities to be undertaken that will require reimbursement of out-of-pocket expenses. Budgetary control lies with the Host. 
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