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PBS Expenses Policy
Summary

This policy sets out the basis for incurring and making expense claims by and on behalf of the
employees, trustees, temporary staff members, branch officers and volunteers of the Prayer Book
Society (PBS). Its primary aim is to ensure that the PBS obtains value for money spent and to
minimise the PBS’s carbon footprint. [t also aims to answer any questions arising and to assist in
the submission of claims that comply with our requirements and those of HM Revenue & Customs.

What types of expenses can be claimed?

Subject to the requirement that the expense has been wholly and necessarily incurred in the course
of carrying out your duties as an employee, trustee, temporary staff member or volunteer on behalf
of the PBS the following categories of expenditure can be claimed:

Travel: taxi fares, public transport, car and motorcycle travel (using the agreed mileage rates*), air
travel (but only if agreed in advance by the Treasurer or organizer of the Cranmer Awards, as
appropriate), tolls and congestion charges, car parking and car hire. Please provide details of who
you are meeting, the purpose of the meeting and the location in the expense claim.

Overnight costs and allowances: hotel bills and rented accommodation (subject to the agreed
caps*, which are reviewed annually*), plus subsistence allowances (meals and refreshments, but
not alcoholic drinks) while working away from home. Subsistence claims should not be made for
expenditure that would be incurred on normal day to day activities, such as newspapers, lunches
and social calls.

Other food and drink: business entertainment is not encouraged and should be agreed in advance
by the Treasurer or CEO along with allowances for working outside normal hours (such as taxis
home).

Telephone: Unless agreed with the CEO or Treasurer in advance, a maximum of 50% of the
monthly line rental charge (if the phone is owned by the claimant), plus reimbursement of PBS-
related business calls and associated costs, such as roaming charges, up to a maximum 50% of the
total cost. This also applies to Broadband charges. If your calls and rental are paid for by the PBS
then the cost of personal calls should be reimbursed to the PBS.

Other: any other allowable expenditure, including attendance at, and materials required, for
seminars and training courses, arts organisation events, gifts and prizes, office stationery,
relocation, training, education and professional subscriptions.
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*as at 21st May 2026 the agreed mileage rate is 55 pence per mile and the cap on hotel
accommodation is £150 per night outside Greater London (£200 inside Greater London);

Meal allowances: breakfast £15, lunch £20; evening meal £30.

Underlying principles
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If you have to pay for something in the course of carrying out your duties we aim to
reimburse you in full and on a timely basis (21 days).

Such reimbursement is conditional on a proper expense claim being submitted and
approved by the Treasurer or CEO, accompanied by supporting receipts where
applicable (see below for further details).

Each component of your claim must be justifiable and reasonable and comply with this
policy, which will make it a genuine business expense.

Your claim should be prepared honestly, legally and responsibly. Any breach of the
policy could lead to disciplinary action being taken against you, including written
warnings and / or dismissal.

Before incurring expenditure in your capacity of an employee or volunteer you should
obtain written approval from the CEO or Treasurer.

When travelling, you should take public transport wherever possible: taxis are only to
be taken by prior agreement with the CEO or Treasurer.

When travelling on PBS business overseas, all costs must be approved in advance by the
CEO or Treasurer.

Wherever possible meetings should be held online, rather than in person. In cases
where a PBS employee, trustee or volunteer needs to meet a contractor or supplier on a
regular basis, a face-to-face meeting should be held no more than one a quarter.

Unless specifically authorised by the CEO or Treasurer, Branch officers and members
should only incur expenditure and make claims that relate to the holding of branch
events or attendance at the Branch Representative Council.

Wherever possible supporting receipts and original documentation, rather than copies,
should accompany your claim, including debit and credit card receipts, invoices and
mileage claim calculations. If it is not possible to provide such supporting
documentation the reasons should be set out on the claim form and agreed with the
CEO.

Negligent or deliberate overclaims, including errors in calculations, inclusion of
unjustified items or unwarranted delays in the submission of the claim, may not be paid.
Claims should be submitted no later than two months from the date of incurring the
earliest item of expenditure.

His Majesty King Charles |lI

President

The Rt. Revd. and Rt. Hon. The Lord Chartres




PRAYER

BOOK

- Expense claims must not be used as basis of obtaining a reward (other than pre-
authorised gifts and prizes) and no profit can arise to the claimant.

- Expense claims can be obtained from the office and should be completed and signed.
They should be approved for payment by at least one authorised person, such as the
Finance Administrator (for amounts up to £500), the Treasurer or CEQ. You cannot
authorise your own expense claims for payments.

- Ifyou need help with either the preparation or submission of an expense claim or have
any questions relating to the application of this policy, please consult the CEO or the
Treasurer.

- Trustees and volunteers should consider gifting the expenses they have incurred to the
Society, using a Gift Aid form to do so (this can be obtained from the office).
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