
EXPENSES POLICY

1. MATCH RELATED EXPENSES
1.1 General - Claims will preferably be reimbursed by direct payment to bank accounts. Therefore, bank account details must be provided with claims to enable payment to be made.  Should a claimant request cheque payments, a SAE should be forwarded to treasurer to facilitate payment.
1.2 The standard reimbursement is 45 pence per mile for referees travelling by car or the cost of standard class public transport. 

2. REIMBURSEMENT OF OTHER EXPENDITURE
2.1 Those carrying out activities on behalf of the Society are entitled to reimbursement of all out of pocket expenses. 

2.2 Claims will be reimbursed by direct payment to bank accounts. Therefore, bank account details must be provided with claims to enable payment to be made.  Should a claimant request cheque payments, a SAE should be forwarded to treasurer to facilitate payment.
2.3 Receipts or invoices paid are required for all expenditure other than travel.

3. Mileage rate and entitlement
3.1 Members are entitled to claim 45 pence per mile for mileage incurred whilst conducting duties on behalf of the society.  The exact mileage (to the nearest mile) must be declared.
3.2 The mileage rate is set by the DRRS Ltd and is subject to periodic review.

3.3 Members (and guests of the society) should claim their travel expenses directly from the Treasurer.

3.4 For Local Laws Meetings and Committee Meetings full mileage is payable.

3.5 For main (county) laws meetings members will be able to claim mileage, less thirty miles.

3.6 For the AGM no mileage is paid. A full buffet meal will be provided which is considered compensation.

3.7 For referees undergoing the compulsory fitness test the mileage for one journey will be paid to and from the venue of the test.

3.8 All Claims must reflect the expenditure incurred.
4. Completion of the Claim Form
4.1 All claims for travel should be submitted through the “Submit Expenses” facility of the “Who’s the Ref” website”.

4.2 The exact mileage (to the nearest mile) must be declared.

4.3 All expense claims, other than for mileage, must be detailed within the “other expenses / notes” box.  Receipts are required as proof of payment for all expenditure other than travel - to be forwarded to the Treasurer. Scanned copies are acceptable, but MUST cover both sides of all receipts. 
4.4 Failure to submit claims properly could result in either your claim being delayed or even it being rejected. Members are reminded that the first claim of the season may have an amount deducted from the total for the annual subscription and or kit.
5. Exchange Games
5.1 The senior referee (highest level) of an exchange group is normally expected to be responsible for co-ordinating travel arrangements.

5.2 When a party of referees is sent on exchange all must, wherever practicable, travel together.

5.3 Individuals wishing to travel alone, do so at their own expense unless there are exceptional circumstances, which must be agreed with the chairman or treasurer or secretary prior to travel.

5.4 For Exchange games involving a return journey in excess of 500 miles (Manchester and Liverpool), one night’s accommodation claim may be permissible at £70.00 per person, however prior approval must be sought from the Society.

5.5 All expense claims, other than for mileage, must be detailed within the “other expenses / notes” box.  All expense claims, other than for mileage, must be detailed within the “other expenses / notes” box.  Receipts are required as proof of payment for all expenditure other than travel - to be forwarded to the Treasurer. Scanned copies are acceptable, but MUST cover both sides of all receipts. For example; overnight accommodation, meals, parking. 
6. Public Transport
6.1 The society proactively encourages members to seek alternative ‘greener’ forms of transport wherever possible. If a member does travel by other modes of transport, the DRRS will reimburse the price of the fare/ticket as long as there is a receipt to support the claim.
7. Submission of claim forms
7.1 Members can claim expenses either at the end of the season or make an interim claim after 30 November. 
7.2 All claims must be submitted by 31 May. 
7.3 In case of financial constraint, payments can be made outside of these dates on application to the Treasurer with all such applications being dealt with on a totally confidential basis.

7.4 Expense claims not submitted by the 31 May will only be paid in exceptional circumstances at the discretion of the Executive Officers.

8. Completion of the Paper Claim Form
8.1 Exceptionally, paper version claim forms can be used (downloadable from the website, or available from the Treasurer).
8.2 The exact mileage (to the nearest mile) must be declared then converted to pounds and pence.

8.3 The amount claimed must be entered in the total column for each game and entered in the total at the bottom of the page.
8.4 All expense claims, other than for mileage, must be entered onto the reverse of the expenses claim form and must be accompanied by a receipt as proof of payment. 
8.5 Please ensure that all information is properly recorded including date, exact game attended, exact mileage + both home and away teams.

8.6 Failure to submit claims properly could result in either your claim being delayed or even rejected. Members are reminded that the first claim of the season may have an amount deducted from the total for the annual subscription and or kit.

8.7 Expense claim forms should be sent to the Society’s Treasurer David Hinshelwood, Tahini, Kerswell, Cullompton, Devon, EX15 2EJ.

9. COMMITTEE MEETINGS
9.1 Those attending Management Committee Meetings, Appointment & Grading Committee and Regional Committee Meetings may claim travelling expenses. The standard reimbursement is 45 pence per mile travelling by car or the cost of standard class public transport. Claims should be submitted to the Treasurer twice a year.
10. SOCIAL ENGAGEMENTS AND DISCIPLINARY HEARINGS
10.1 Members of the Society may be asked to represent the Society at one of the above. Those doing so may claim travelling expenses. The standard reimbursement is 45 pence per mile travelling by car or the cost of standard class public transport. Claims should be submitted with general expense claims.
11. MEETING EXPENSES - GUEST SPEAKER
11.1 Guest speakers are entitled to claim travelling expenses. The standard reimbursement is 45 pence per mile travelling by car or the cost of standard class public transport. Claims should be submitted to the Treasurer on behalf of the Guest Speaker by the member of the Society acting as host. This should be agreed with the Treasurer in advance.
12. TRAINING COURSES AND TRAINING MEETINGS
12.1 Members of the Society who act as tutors at training courses or speakers at meetings may claim travelling expenses. The standard reimbursement is 45 pence per mile travelling 
13. COMMUNICATION EQUIPMENT, IT HARDWARE AND SOFTWARE
13.1 The Society will supply appropriate communication equipment and IT hardware or software to those within the Society who have a need for them, subject to agreement by the board.

13.2 Expenditure will be reimbursed by the Treasurer.
13.3 Claims should be submitted to the Treasurer as soon as possible after expenditure is incurred.

