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Volunteer Expenses Policy 

 

Overall Purpose 

1. To ensure that approved out-of-pocket expenses are paid in a timely manner. 

2. To ensure that volunteers do not incur unwelcome expenses through their support of 

Northampton Advanced Motorists (NAM).  

3.  To provide clarity about what expenses may be incurred and reclaimed in the execution of 

NAM business.  

 

Principles 

4. It is the responsibility of volunteers and staff to ensure that they use the most cost 

effective method of delivering their responsibilities.  

5. The policy is designed to recompense out of pocket expenditure but everyone should be 

minded of the cost to NAM of their actions.  

6.  All requests for reimbursement must state the meeting, event or other information that 

substantiates the validity of the claim.  

7.  Receipts must be provided.  

 

Travel – private vehicles 

8.  Before undertaking journeys by car, other means of transport or sharing should be 

considered, including car sharing.  

9. Private car use will be reimbursed at the HM Revenue and Customs published travel rate 

(https://www.gov.uk/government/publications/rates-and-allowances-travel-mileage-and-

fuel-allowances/travel-mileage-and-fuel-rates-and-allowances). 

10. Mileage claims should state the event, distance travelled and the date of the journey.  

11. Essential car parking charges will be refunded and a ticket or a receipt should be 

produced.  

 

Travel – public transport 

12. Second class travel should be used unless there is an economy in using another class.  

13. Fares will be reimbursed at cost. A ticket / receipt should be submitted.  

14. Where prepaid Travel cards (e.g. Oyster) are used, a note of the journey should be made 

and the prepaid amount reclaimed.  

 

Travel – taxis 
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15. Taxi fares may be reclaimed when other methods of transport are not appropriate, taking 

account of cost, time and security constraints. They should be used sparingly. Receipts 

should be provided.  

 

Subsistence 

16. Subsistence will only be paid for pre-agreed exceptional circumstances. 

 

Operational Expenses 

The following will be reimbursed:  

17. Postage: At cost.  

18. Telecommunications: NAM will pay for telephone or mobile phone call charges while being 

used for NAM business. Itemised bills should be provided to support the expense claim.  

19. Photocopying: At cost or that charged by employer.  

 

To make an Expense Claim 

20. Complete an expenses claim form, available from the website or from the Group Treasurer.  

21. Ensure bank details are completed for electronic payments  

22. Expenses claims will normally be paid within 7 days of receipt by the Group Treasurer.  

23.  Any deviation from this policy may result in payment being delayed or withheld.  

 


