Friends of Bradford Youth Players

Volunteers’ Policy

Volunteers’ travel expenses
Provided that the money to make the payment comes from an agreed budget held by a leader, leaders may authorise, before the event, the payment of actual and genuine travelling expenses to any volunteer. The volunteer must record the actual details of journeys on the BYP travelling expenses form (below) and provided the total claim is within the limits set from time to time by trustees then any bus fares will be paid in full. For travel by car the agreed BYP mileage rate will be used.

Authorised claims must be submitted to the Treasurer for payment: leaders do not have authority to make the actual payment of travel expenses to volunteers. Travel that goes beyond the boundaries of Bradford MDC must have trustee approval.


Whenever a budget-holder approves the payment of expenses they must notify the treasurer of the name of the volunteer, the budget he/she will receive expenses from and any other relevant information. This notification must be sent to the treasurer before the person starts any volunteer work for which expenses will be paid.
Other expenses for volunteers
Specific approval from trustees must be obtained before any promise is made with regard to any other payments to volunteers.
Claim form for a volunteer’s approved travel expenses.
1 The following form must be used when any volunteer is claiming their “actual and genuine” travel expenses from BYP. 

2 All payments of travel expenses must have been agreed in advance by the authorised BYP leader or Officer who holds the budget from which the claim will be paid.

3 All the details requested must be provided and the form signed by the volunteer claiming the travel expenses.

4 The person who authorised the expenses must countersign the form.

Details of the “event” for which travel expenses have been approved:


	Date
	Journey from
	Journey to
	Mileage
	Or actual bus fares

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	Total mileage
	
	

	Total cost: (mileage @ 40p per mile or total fares)
	
	


Name of person making claim: 

Address: 


I confirm I have received the amount of £

in payment of the above claim.
Signature:

Date: 


	To be completed by the Officer or Leader who has authorised the payment of the above expenses.

I confirm that I authorised the payment of the above volunteer’s expenses in advance of any of the journeys being undertaken.

Signature:

Date: 


The above expenses should be charged to the following budget heading:












