[image: image1.jpg]\V@WVoices 4 Wellbeing

Rochdale Borough Local Involvement Network






Expenses Guidance

for Rochdale Borough Local Involvement Network (LINk) Members
Contents

Page

1 Introduction…………………………………………………………………….…3
2 Rail………………………………………………………………………………….4
3 Bus………………………………………………………………………………….4
4 Taxi………………………………………………………………………………….4
5 Private Cars, Motorcycles and Bicycles……………………………………..4

6 Subsistence and Incidental Expenses……………………………………….5

7 Carer’s costs………………………………………………………………………6

8 Completing the Expense Claim Form…………………………………………7

9 Submission and Authorisation of Expense Claims………………………..8

10   Payment of Expense Claim…………………………………………………….9

11   Appendix 1 Example of Blank Expenses Claim Form……………………10

12   Appendix 2 Example of Blank Bank Details Form………………………..11

If you have difficulties reading or understanding this policy, need it to be interpreted into a different language or provided in a different format, please contact your host organisation on ..................who will be able to assist you.
1
Introduction

As a LINk Member you may have to spend money to carry out your role. As part of its job to support the LINk, the host organisation (Gaddum Centre) wants to make sure that this will not stop you from being involved and taking a full part in your LINk work.
The money that you spend, or other costs you face, will depend on your circumstances and what you do as a LINk Member. This document is a guide to:

· what costs you can claim from your host organisation when going to LINk meetings and taking part in LINk business;

· how to claim these costs; and

· how we will repay this money to you.

You can claim for repayment of costs if you are:

· a LINk Member going to a LINk meeting or participating in a LINk activity; or

· a Member of a committee set up by the LINk in line with the rules and have been told by the host organisation that the committee qualifies for repayment. 

You may have a special need, which means a carer, or personal assistant has to travel with you. You can claim travel and associated costs for them in line with this Expenses Guidance if you have informed the host organisation of this in advance and provide details to support your claim. 

Your host organisation has a duty to make sure that the money spent on LINk activity is used properly. At the same time, we want it to be as straightforward as possible for you to claim back money you have spent carrying out your duties as a LINk Member. 

There are some simple rules that we have to follow when deciding whether money can be repaid. These are:

· the money must really have been spent – or you have incurred a real cost;

· this spending must have taken place only because you are going to a LINk  meeting or are carrying out LINk business; and

· your claim for repayment is in line with this Expenses Guidance and you fully complete an Expenses Claim Form. 

Your host organisation will look at expense claims to make sure these rules are being followed. If you have any questions about what sort of costs are reasonable, or about how the rules work, please speak to your host organisation on …….(to be arranged)

2
Rail

You may claim the cost of a standard class ticket for your usual travel to local LINk meetings and events. If you can book your journey in advance, or can travel outside 
peak hours, you should seek to use the cheapest standard class ticket available, (for example saver and other advanced purchased tickets).

Ask for a receipt for the cost of the ticket and attach this (with your used tickets, if not collected), to your Expense Claim Form.

Where rail journeys are being made for the purpose of attending a one-off event outside of the Borough of Rochdale, your host organisation will arrange your rail travel and pay for your ticket directly.  You will not be expected to make such arrangements and therefore you will not need to claim for these type of more expensive journeys on your personal expenses. 

If you have any special needs relating to rail travel  (for example if you require assistance because of a disability), please contact your host organisation.

3
Bus

You may claim the cost of the fare.  Keep the ticket and attach it to your Expense Claim Form.  If you have any special needs relating to bus travel, (for example if you require assistance because of a disability), please contact your host organisation.

4
Taxi
Wherever possible you should use public transport for all journeys.   If this is not possible, or if you have a special need that means you are not able to use public transport, you may have to use a taxi. Before you do so, please speak to your host organisation as they may have an arrangement with a local firm and the cost can be charged directly to them.   If you do pay for the taxi yourself, you should ask for a receipt. Please attach this receipt to your Expense Claim Form. 

5
Private Cars, Motorcycles and Bicycles
If you use your own car or motorcycle on LINk business you should check with your insurer to ensure your motor insurance covers voluntary work. If you claim for the use of your car or motorcycle on LINk business, you will be asked to sign a declaration as part of the Expense Claim Form to confirm that:

· your motor insurance covers LINk activity;

· you have a valid driving licence;

· you have a valid tax disc on your car or motorcycle and;

· your car or motorcycle has an MOT certificate (if required).

Any loss or damage caused to your own car or motorcycle while using it for LINk business should be covered by your insurance and breakdown cover. Your host 
organisation cannot accept any responsibility for paying any insurance excess costs in the case of any insurance claims made for loss or damage, or for the costs to any loss of no claims bonus.

Your host organisation will not pay the cost of fines or other penalties that you may face for breaking motoring laws, nor will it pay parking fines or clamping charges.

If you use your own car, motorcycle or bicycle, costs will be repaid at the Inland Revenue’s approved mileage rates. For 2008-09 these are:

	
	First 10,000 miles claimed in the tax year


	Each mile over 10,000 miles in the tax year



	Car
	40p
	25p

	Motorcycle
	24p
	24p

	Bicycle
	10p
	10p


At time of writing (September 2008), this is the maximum rate for mileage that can be claimed tax-free. Your host organisation will amend its rates according to any future changes of the Inland Revenue’s approved mileage rates, so as to always be able to make payment at the highest tax-free amount.

If you use your own car, motorcycle or bicycle, you may claim mileage to attend a LINk meeting and to take part in LINk business in line with your LINks work-plan. Where possible, your host organisation requests that you consider car sharing. 

Use the Expense Claim Form to claim the costs of journeys made using your own car, motorcycle or bicycle. You will need to write down the details of the journey. 

If you have any special needs relating to travel by car, motorcycle or bicycle, please contact your host organisation.

6
Subsistence and Incidental Expenses
Subsistence and incidental expenses you wish to incur may or may not be claimable. Spending must be needed for you to undertake your work related to the LINk work-plan and should be agreed in advance with your host organisation.

Meals and Refreshments

You may claim the actual cost of meals and/or refreshments up to a limit of £5 for any one claim where you:

· travel to and attend meetings or visits on LINk business in line with your LINks work-plan; and

· where the meeting or visit lasts more than four hours; and

· where the spending is not met directly by the organiser of the meeting or the organisation being visited (e.g. if lunch is provided); and

· where you have to spend extra money or face extra costs.

· There may be times when there are excessive costs incurred for meals and refreshments depending on what business you are undertaking, please check with your host organisation if you feel you have to spend in excess of £5.00

You should attach the receipt for subsistence to your Expense Claim Form. 

Parking Costs

You may claim the costs incurred for parking your vehicle in order to attend a LINk meeting/activity, or undertake other relevant business, for an appropriate duration.  You should attach the original parking ticket with your Expense Claim Form.

Telephone Calls and Internet Usage

You may claim the costs of telephone calls you are not already paying which you make for LINk business, for either speaking to people or accessing the Internet. Your host organisation cannot reimburse costs you are already paying, (for example telephone line rental or flat rate Internet connection charges), as these costs are not increased by LINk work.

You should attach a photocopy of your telephone bill to an Expense Claim Form with the calls you wish to claim for highlighted (and your other calls hidden if desired). 

Other Incidental Expenses

Other incidental expenses that may be claimed include for example stamps, paper, envelopes and other stationery you incur for LINk activity.  Your host organisation can however provide these directly for you, and is the preferred option.

If you should wish to claim for a computer printer cartridge, you should include the receipt, note the number of pages printed and LINk activities the cartridge was used for and the proportion of the cartridge you consider was used on these activities.   All larger printing needs must be accommodated by your host organisation directly and not claimed for through your personal expenses.

Please make all your claims on an Expense Claim Form. 

Wherever possible attach invoices or receipts to support your claim.

If you cannot provide an invoice or a receipt, you should include a note with your Expense Claim Form giving the reason for your claim and the amount of your claim. 

If you have any special needs relating to subsistence or incidental expenses, please contact your host organisation.

7
Care/Support Costs

You may claim repayment for care/support costs to enable you to attend a LINk meeting or undertake LINk business for:

· children aged 16 or under; or 

· other dependants - where there is medical or social services proof that care is required (see below).

You may also claim for repayment for a carer/support worker for the duration of the LINk activity in which you are participating if you need such support to enable you to participate. In addition, you can claim for support and/or caring time before and after the activity for the maximum period of:

· one hour before the start of the meeting or LINk business; and

· one hour after the end of the meeting or LINk business.

The maximum allowance that can be paid is £7.50 per hour.

You cannot claim for care that:

· would already be provided irrespective of your LINk work; or

· is provided by family members as part of usual child care arrangements (e.g. childcare provided by a partner/spouse or grandparent, for instance)

· provided by a person who is under 16; or

· provided by, or available from, another organisation (for example social services).

Where child care costs are claimed, you must declare that the person to whom payment will be made is properly registered and qualified.

Your host organisation may be able to help you to arrange care if needed. Where they do or where you arrange care yourself, your host organisation cannot be responsible for what might happen as a result of those arrangements.

The payment of care/support costs will be made directly to the agency or individual providing the care on production of an invoice, except for individuals who are in receipt of Direct Payments or an Individual Budget for care, where the payment will be made direct to the individual.

You should claim for care/support on an Expense Claim Form. You should provide:

· details of the reason for the claim;

· the start and end times of the LINk activity and care/support time for which you are claiming

· an invoice or a receipt to support the claim if payment is to be paid directly to a third party.

N.B.  Your host organisation will need to obtain evidence for audit purposes that social or medical care is needed, if you are to claim for care/support costs.  With your permission, your host organisation will contact the relevant care manager/health care professional on your behalf to seek confirmation that care is needed and ask them to complete a declaration form.  This process will not break confidentiality and no details of a person’s care assessment or care plan will be discussed.

When repaying claims for carer expenses, Gaddum Centre wishes to avoid payments being seen by the Inland Revenue as taxable income, or by Social Security or Social Services as income, which could affect any benefits being paid to you. If as a result of receiving payments for carer expenses you face a demand to pay extra tax or have a benefit reduced or withdrawn, you will be responsible for paying the tax bill, or appealing against the reduced or withdrawn benefit.

If you have any special needs, or have questions about making arrangements for care and/or support, please contact your host organisation.

8
Completing the Expense Claim Form 

Please make sure your claim for payment of expenses is within a month from the date on which you spent the money. If you do not claim within a month, your host organisation reserves the right not to repay costs.

You may wish to use an Expense Claim Form to claim after each journey or activity, or you may wish to make one claim each month for several different journeys or activities. Choose which is the best way for you and keeps your claim within the one-month limit.  Where making a monthly claim, please endeavour to submit your Expense Claim Form to your Host Organisation by the 29th day of each month. 

Claims should be supported by an invoice or receipt that provides details of what you are claiming for. A Switch or Visa transaction slip is not sufficient if it does not provide details of what is being claimed. 

If you cannot provide an invoice or a receipt due of the nature of the item you are claiming for, you should include a note with your Expense Claim Form giving the reason for your claim and the amount of your claim. Please use the reverse of the Expense 
Claim Form, or attach a separate note, if you need more space than is available on the form itself. 

If you could have provided an invoice or a receipt however but have lost or misplaced it, your host organisation cannot repay the cost involved.

In signing and dating the Expense Claim Form you are confirming as true that:

· you are a LINk Member and are entitled to claim expenses;

· you actually spent the money or faced the cost only because you were working on LINk activities;

· it was reasonable for you to spend the money, and the expenditure was needed to carry out your LINk work-plan;

· the journeys listed on the form had to be made to carry out your LINk duties;

· the spending and claim for payment meets the rules in this Expenses Guidance;

· you have not been paid by anyone else or any other organisation for the spending or costs that you are claiming.

Please make sure you provide the information needed for each claim and that you fully and carefully fill in the Expenses Claim Form. If you do not do this, payment might be delayed or stopped.

9
Submission and Authorisation of Expense Claims
LINk Members should send their claim form to the host organisation for approval. Postal address can be found on Expenses Claim Form.  Your host organisation will also provide one-to-one support for anyone who would like assistance with completing their Expense Claim Form and submitting appropriate evidence.
In approving payment, your host organisation is confirming that:

· it has checked the accuracy of the entries and the calculation of the claim form, and that they meet the rules set out in this Expenses Guidance;

· to the best of their knowledge, the journeys and items for which repayment is claimed were needed only for LINk business and were arranged to provide value for money.

Your host organisation may ask Members to explain the reasons for their expense claims. If your host organisation decides that the spending or cost was not reasonable, or did not meet the rules in the Expenses Guidance, Gaddum Centre may:

· refuse to approve the claim;

· only approve part of the claim; or

· replace the claim with the cost of what would have been a reasonable claim for the circumstances.

Your host organisation will explain the reasons if a claim is not approved or a different amount is paid instead of the amount claimed.

You need to be aware that auditors may ask you for more details of claims you make and that all claims are subject to random spot-checks as part of audit regulations.

If you are worried about whether any spending or cost might not be considered reasonable, please ask your host organisation about it beforehand.
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Payment of Expense Claims

Claims can be paid directly to your bank account by BACS or by cheque from your host organisation.    Claims can also be made by way of cash payment where a cheque or BACS payment is not possible. The Expenses Claim Form will ask you to specify which method of payment you will require.

If you have a question about how expense payments are arranged please speak to your host organisation. 
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