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1. Introduction

This policy sets out the basis on which MYH Trustee, Employee and Volunteer 
expenses will be paid, and the process for claiming. 

MYH does not expect Trustees, Employees or Volunteers to lose money in respect to 
work carried out for the charity and encourages all claimants to submit the appropriate 
information for reasonable expenses incurred whilst carrying out their duties as a 
member of MYH.  

2. Principles

The Charity Commission has issued guidance on the payment of expenses to charity 
trustees and this document follows that advice.  Expenses not detailed in this 
document will only be paid with the authority of the Director or Trustee majority. 
Permission for expenses should be gained prior to the event taking place, and a rough 
estimate should be given to the Manager/Director/Trustee. In cases where overnight 
stays and/or flights are necessary, permission should be gained, and everything 
should be booked with the full knowledge of the Director and/or Trustees.  

Expenses must be actually, necessarily, reasonably, and incidentally incurred by 
claimants. Actually - means that the claimant actually incurred the cost. For example, 
the tube fare cannot be claimed if the claimant decided to walk instead. Necessary – 
means that the task could not have been assumed without incurring said cost. 
Reasonable – means that the cost of the expense must be worked out as cheaply as 
possible to fit the purpose of the expense. Incidental means that the expense should 
not have been decided based on anything except the best interest of the charity. For 
example: if a meeting venue had been decided because of proximity to the claimant’s 
friend, rather than what was necessary and reasonable for the charity, this would not 
be valid.  

Wherever possible, public transport should be used when claimants are travelling for 
MYH duties. Booking sites (such as thetrainline.com), unless cheaper, should be 
avoided as they often incur extra booking fees. Claimants should use a railcard if 
possible. When spending on accommodation, the cheapest 3-star option available 
should be used.  

3. Allowable expenses

Volunteers

Volunteers should not be out of pocket when volunteering for MYH, therefore we have 
made provisions for volunteers to claim expenses.  
The following are legitimate expenses for Volunteers; 
• Travel to and from the place of work, and during work 
• Postage and telephone costs if working from home 



  
• Essential equipment required to do the work, such as protective clothing 
• Volunteers may be entitled to a lunch allowance at the discretion of the Director, 

and as agreed for particular roles before the expense is incurred 

Trustees 
 
Trustees cannot normally be paid for the work they do, but they are allowed to claim 
legitimate expenses while engaged on trustee business. (Specific permission is not 
required in the charity’s governing document or from the Charity Commission, as is the 
case if you want to pay your trustees for services.) 

The following are legitimate expenses for Trustees; 
• Travel to and from trustee meetings, or on Trustee business and events (public 

transport, taxi fares, or petrol allowances) 
• Cost of childcare, or care of other dependants while attending trustee meetings 
• Postage and phone calls on charity business 
• Proportionate cost of phone rental and broadband subscription 
• Communication support for those with special needs, e.g. translating documents 

into Braille for a blind Trustee, or into different languages, or special transport, 
equipment or facilities for a trustee with a disability 

• Training materials and publications relevant to trusteeship 
• Overnight accommodation and subsistence while attending trustee meetings or 

other essential events 

Employees 

Employee expenses, in general, follow the same principles as Trustee and Volunteer 
expenses. However, Employees will not be reimbursed for travel to and from work 
unless the location is different to usual and will incur a higher expense than normal. 
Employees will be notified of this in advance.  
If you are approved to use your own vehicle for MYH business, you may be able to 
claim ‘Mileage Allowance Relief’. To work out how much you can claim, add up your 
business mileage for the tax year and multiply it by the approved mileage rates 
(HMRC). 



  

Approved mileage rates from tax year 2011 to 2012 to present date1

4. Process for claiming expenses

Expense claims should be made within a month of the expense taking place. 
Permission for expenses should be gained prior to the event taking place, and a rough 
estimate should be given to the Manager/Director/Trustee. All expenses for the current 
financial year should be claimed before 31 March in that year. Claims must be 
submitted electronically (via email) with the appropriate MYH Expenses Claim form 
and receipt attached. Where the receipt is paper and not electronic, a photo of said 
receipt will suffice. Expense claims should be submitted prior to the event where 
possible. Leniency with expenses and reimbursements will incur when circumstances 
happen which are out of the claimants control, for example: significant public transport 
delays and cancellations.  

5. Entertaining external parties

MYH will provide basic drinks and snacks to external parties who attend meetings at 
the MYH offices. MYH will not fund drinks and snacks for eternal parties when they are 
being entertained outside of the office premises. This will have a limit of £20 per 
person. 

6. Payment of expenses
Payment of expenses will not be granted without the correct form and a receipt stating 
the date and costs of the expenses. These must be submitted electronically. Payment 
will be via BACS into the claimant’s bank account. Please ensure you have given your 
correct details on the claim form as we will not re-reimburse unless the error was 
caused by the organisation. 

7. Address for expenses claims

For Volunteers please send claims to your Helpline Manager 

For Employees please send claims to your line manager who will approve all costs in 
advance 

For Trustees, if expenses are payable they must be approved in advance at a Trustee 
meeting by majority rule.

From tax year 2011 to 
2012 onwards

First 10,000 business 
miles in the tax year

Each business mile over 
10,000 in the tax year

Cars and vans 45p 25p

Motor cycles 24p 24p

Bicycles 20p 20p
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