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GOALBALL UK – EXPENSES POLICY (Officials and Volunteers)
General Principles

This policy covers expenses for all Goalball Officials and Volunteers on official Goalball UK business pre agreed with Goalball UK, such as Domestic Tournaments, Talent ID Days etc. 
Section One: Travel

1.1 Private Car
Anyone using a private vehicle for business use should ensure that it is insured for business use. Goalball UK is not responsible for ensuring that a private vehicle is suitably insured.

Goalball UK will pay 25 pence per business mile. 
Goalball UK will not be responsible for any parking tickets incurred in the use of a rental car or private vehicle for Goalball UK business. It is the responsibility of the individual to operate within the law.

1.2
Public Transport

Public transport fares will be refunded at the lowest available fare and discounts, such as use of rail cards, should be obtained wherever possible.
Any changes to public transport tickets for personal reasons, which incur additional costs, are to be met by the individual.
Taxis –reasonable taxi fares will be reimbursed on production of receipts.
1.3
Parking

Car parking charges will be reimbursed when no free or cheaper parking is located within a reasonable distance to the venue, when equipment requires transportation or where the level of personal mobility requires it.

1.4
Air Travel 

Air travel must be pre-authorised by the CEO or one Director. 

Economy class or lowest prevailing fares available will be reimbursed.

Section Two: Accommodation and Subsistence
2.1
 Accommodation

When overnight accommodation is required, accommodation will be provided on a 
bed and breakfast basis and will be booked by Goalball UK unless arranged by prior 
agreement with the Budget Holder. This will normally only be provided if the venue is

more than two and a half hours away from the claimant’s home, or if the meeting 

requires an early  or a late finish. 

2.2
Subsistence

Where overnight stay is necessary and no evening meal is provided, a sum of up to £20 per day is allowed as a contribution towards an evening meal and any other incidental expenses. Where an evening meal is provided there will be no cash alternative.

Section Three: Phone Calls

3.1
Phone Calls

Reimbursement for phone calls will be paid for claimants making Goalball UK related 
phone calls, including the use of mobile phones. 
Copies of phone statements highlighting each call, should be provided. 
Section Four: Submitting Expenses

4.1
Expense Claims

Expenses should be submitted on a monthly basis or as agreed. Where a claimant submits a claim in excess any of the limits above or submits a claim for something not covered above, these claims must be highlighted on their expenses form and these must be approved by the relevant line manager or budget holder.  Where such claims are made by the budget holder the claims must be specifically approved by the CEO or the Chairman.
All claims must be made within 2 months and must be made using the official 
Goalball UK claim form. 
Goalball UK aims to pay all claims within 28 days of receipt where possible unless the  claim is for a large amount personally incurred whilst performing services on behalf of the organisation in which case payment shall be made earlier at the discretion of the CEO or Chairman. Expenses will be paid by BACS where possible. 

Goalball UK requires that all claims submitted must be accompanied by receipts showing the payment, and where appropriate, any VAT with a VAT registration number. (For this purpose Switch, credit card or similar slips are not acceptable.)

All reimbursement claims must be signed by the claimant and authorised as outlined above. 

Claims submitted without receipts may result in a delay in payment and may be paid at the discretion of Goalball UK. For amounts under £5, whilst it is desirable to submit receipts, it is recognised that this is not always practical.

Claims should be authorised as outlined below:-
	Expense Claim Raised By
	Authorisers
Less than £500
	Authorisers
Greater than £500

	Volunteers on official Goalball UK business

	CEO or Board Director
	CEO and Board Director

	Goalball Officials 
	CEO or John Timms
	CEO and John Timms 
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