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[bookmark: _whptn5oh1197]Staff Expenses Policy
[bookmark: _u3e2thssmy8v]1. Purpose
This policy outlines the types of work-related expenses that may be reimbursed and the procedure employees must follow to claim reimbursement. The aim is to ensure consistency, transparency, and appropriate authorisation of all expenses incurred on behalf of the organisation.
[bookmark: _8bqhguf6bbvy]2. Covered Expenses
Necessary work-related expenses may include, but are not limited to:
· Use of an employee’s personal vehicle for business purposes
· Business travel expenses such as meals and lodging, up to approved limits
· Tools and equipment required to perform the employee’s job, where the use of a company card is not possible
All expenses must be wholly, necessarily, and exclusively incurred for business purposes.
[bookmark: _dynre9jknxid]3. General Procedure for Expense Claims
Employees who incur work-related expenses must follow the procedure below:
1. Complete the Expense Report Form (Appendix A)

· All claims must be submitted using the appropriate expense report form (Appendix A).
· The form must include full details of the expense.

2. Provide Supporting Documentation

· Original receipts must be attached for all expenses.
· For marketplace purchases, a screenshot of the item purchased clearly showing the item and price is required.
· Claims without appropriate supporting documentation may be rejected.

3. Obtain Required Signatures
 The completed expense report form must be sent to info@stramash.org.uk for Jessica to send the form back to the team member and line manager for digital signature.
 Line manager authorisation structure is as follows:
	Comment by Cameron Sprague: should it just say to be actioned? might not be jess that does them all?
· Core Team – Josh Fisher or Alex Whiteley
· Nursery Heads – Cameron Sprague or Josh Fisher
· Practice Leads – Nursery Heads
· Practitioners (where appropriate to claim) – Nursery Heads

4. Timely Submission
 Employees are expected to submit reimbursement requests as soon as possible after the expense is incurred. Delayed submissions may result in delayed payment or non-approval.

[bookmark: _89ju6zkt9muw]4. Mileage Expense Claims
Employees using their personal vehicle for business purposes are entitled to claim:
· £0.55 per mile for the first 10,000 miles driven for business use in a tax year
· £0.25 per mile for any mileage exceeding 10,000 miles
[bookmark: _45cv78kgw4q8]Mileage Calculation
· Mileage must be calculated from the employee’s normal place of work to the business destination.
· Only business-related mileage is claimable.
[bookmark: _82nylghi1l1b]Claim Requirements
To submit a mileage claim, employees must:
· Complete the expense report form (Appendix A).
· Provide detailed information for each trip, including:

· Date of travel
· Start location and destination
· Total mileage driven
· Clear business purpose for the journey
All mileage claims must be submitted promptly and signed in accordance with the authorisation guidelines outlined above.
[bookmark: _h1a1l3ys2t8q]5. Accommodation and Meals
[bookmark: _bsntkn5axs2u]Accommodation
· All accommodation bookings must be arranged in advance through Jessica Steele.
· Employees should provide as much notice as possible when travel is required.
· Where possible, accommodation and meal allowances will be pre-arranged and pre-paid.
[bookmark: _y3l9wnaxanfi]Meal Allowance
· Staff are entitled to a £25 meal allowance per evening for business-related travel.
· Wherever possible, the meal allowance will be pre-paid as part of the hotel booking.
If meals are not pre-booked:
· Staff must use the company Moss card to pay for meals.
· Moss cards can be issued to practitioners where travel and accommodation has been authorised so that they can cover expenses outside of mileage.
· Receipts must be retained and submitted.
If the company card cannot be used:
· Employees must submit the expense using the expense report form (Appendix A).
· Original receipts must be provided.
· A valid reason must be included explaining why the company card could not be used.






















STRAMASH EXPENSES/ MILEAGE CLAIM FORM

Please use this form to claim miscellaneous expenses and mileage claims. Receipts should be included for all expenses claims. Mileage will be paid at 55p per mile for the first 10,000 miles annually and 25p per mile thereafter..
Please complete all claims and pass to your Line Manager for approval. Payments will be made 14 days from the date of approval.

	Date
	Description (including travel destinations and miles claiming)
	Reason
	Amount

	20/05/25
	Home - Elgin Nursery - 9 miles
(4.5 miles each way) 
	Support Nursery Head
	£4.05

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	



Total amount claimed: 

I certify that the above information is correct.

	Name:
	
	Date:
	

	Authorised by Line Manager: 
	
	Date:
	

	Checked by Admin/Paid:
	
	Date:
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