Dundee Road Runners – Expenses Policy
Out-of-pocket expenses incurred by club members will be reimbursed by the club as follows:

1. in relation to the Club's affairs.

2. whilst representing Scottish Athletics or British Athletics

3. whilst representing Scotland as part of any of the following organisations

a. Scottish Universities.

b. Scotland Veteran Harriers Association.
Expenses Claims Form 
This form must be authorised in advance by the committee up to a limit of £75 per event and up to a maximum of £150 in any calendar year. All expense claims must be properly completed to show the cost of each item of expenditure and, where relevant, the competition to which the expenses relate. A valid invoice or receipt must be attached for each claim made or this will result in the claim being rejected.

Where possible, the proposed expenditure should be discussed by the whole committee. Each member is responsible for making their own claims for expenses on the appropriate form and to supply the appropriate backing documentation. All expense claims will be paid in arrears, hence - no claim form or receipts, no payment. The Club reserves the right to approve claims at its own discretion. All expense claims must be submitted within 2 months of the event.
Travel Expense Policy

Travel expenses will be paid in the following instances:
i. To an approved coaching course.

ii. To major national events within the UK as pre-approved by the committee.

iii. To international events outside the UK as pre-approved by the committee.

The club will reimburse travel costs but members must pay the first £15 of any travel.  

Where petrol costs are incurred for the purposes of a hire vehicle then this can be claimed in full.

Cost of petrol for personal vehicles will be reimbursed at the rate of 25p per mile.
If a member has to travel more than 250 miles round trip to the event venue, one night’s accommodation allowance, up to a maximum of £40, can be claimed.

All other costs must be approved by the committee prior to a claim being submitted.
MEMBERS EXPENSE CLAIM FORM
Please read the notes overleaf before completing
Event or Meeting 
__________________________________________  
Date
___________

Your Name:

__________________________________________

Telephone Number
__________________________________________

Details of Travel:
	Rail or Bus Fares
Details of journeys incl time, route and train company. Please also supply copy of ticket showing amount paid.
Car Allowance
Payable at 25p per mile. Please specify approximate route.

Accommodation Claim 
Details of accommodation, including Invoice or receipt.  (No claim can be made of food)

Any other pre-approved expenses
Please provide details and receipts
All receipts should be stapled to this form.  No receipts, no payment.
	Amount


Approved by Committee on (date):


____________________

Paid by cash / cheque




____________________

Claimant signature acknowledging receipt of expenses.
_________________________________
