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SBKA Expenses Policy

1. Member of the SBKA Committee, Officers, co-opted members of committee or other members acting for the committee are entitled to be reimbursed for expenses incurred by them in carrying out duties on behalf of the SBKA where pre-approval has been given. It is however noted that historically most members have chosen not to claim expenses as part of their support for the Association.
2. Expenses must be wholly, necessarily and reasonably incurred and must, except as specified below, be supported by appropriate evidence such as invoices, tickets, credit card receipts etc. Electronic (scanned) copies are acceptable. The purpose of the expense must be stated. 
3. Such reimbursable expenses will normally be incurred in attending official BBKA meetings on behalf of the SBKA (e.g. the Annual Delegates Meeting), officially representing the SBKA elsewhere and communicating where necessary between meetings.
4. Reasonable overnight expenses (where travel of more than 4hrs one-way is required) will be reimbursed where necessary, including lodging & meal expenses, but excluding alcoholic beverages. 
5. Communication expenses claimed shall not include such fixed costs as line rental, fixed mobile charges, broadband etc, but should be limited to the variable cost of the calls made. Claimants must disclose the basis on which they have estimated the cost of calls claimed. The SBKA will reimburse paper and printer cartridge costs providing they are significant and they meet the test specified in (2) above.
6. All invoices for purchases of goods or services should be forwarded to the SBKA Treasurer for payment unless payment approval has been agreed by the SBKA committee.
7. All claims for reimbursement of expenses should be made on the form prescribed by the SBKA. This facilitates approval, charging of expenses to the right place and prompt settlement.
8. All claims must be signed and dated by the claimant. The expenses must be approved electronically or in writing by the Chair, Vice Chair or Treasurer. If an officer of the SBKA has incurred expenses then these must be approved by another officer – no officer may approve their own expenses. If the expense is over £200.00 the expenses must be approved by two officers. 
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