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Trustee Expenses Policy Guidelines 
A Trustee Expenses policy is one of the core policies required by the Charity Commission.  Even if your PCC is not registered with the Charity Commission, it is still a charity, and needs to abide by the guidelines set by the Charity Commission.
There is a lot of advice online about payments to trustees which you can find here Charities paying a trustee or a connected person: understand the rules (CC11) - GOV.UK
All PCC members are trustees and their expenses should be governed by your policy.  You should state in your policy that all trustees must read it and adhere to it.
You may want to start with any other purposes of your policy, such as:
· Making it clear to trustees what they can and cannot claim for.
· Showing transparency to other interested parties, like members of the congregation.
· Help with budgeting. 
Expenses that will not be paid 
You should explicitly state that you will reimburse people for expenses they have incurred, but paying them is a different matter.  This is an important distinction and there is further advice on this at the link above.  If you’re still unsure, you should take advice from a solicitor.
The sorts of expenses that would not usually be reimbursed are:
· Payment for time spent
· Recompense for loss of earnings
· Allowances for domestic or personal costs
· One off payments and non-contractual “thank you” payments
· Payment for goods sold or services to the church
· Payment of rent or storage at a premises owned by a trustee
· Expenses should not be paid/claimed for any companions, other than a necessary carer. 
· Other items mentioned as not permitted in Charity Commission guidance CC11. 
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Expenses that will be paid
Typically an expenses claim should satisfy all of the following:
· It should be one of the approved categories of expense (see below for more on this)
· It should come within the limits the church has set for that type of expenses
· It should have been incurred in furthering the charitable goals of the church.
Approved categories of expense might be:
· Travel to a meeting of the Board of trustees, Committee of trustees or a specific meeting requested by the Church executive. 
· Accommodation or subsistence expenses for a meeting of the Board of trustees or a Committee of trustees or a specific meeting requested by the Church executive.  It is not normally good practice to pay expenses for companions, but carers’ costs can be covered if this sort of support is needed.
· Expenses relating to caring for children or dependents where this is required to allow the trustee to attend meetings (but normally only when a spouse or other suitable individual who regularly provides care is not available) 
· Expenses for carers may be covered but should be approved in advance. 
· Expenses incurred on items purchased for the work of the church, where requested by the Church executive (or without prior approval but within a pre-agreed approved budget if you have one).
Levels of expense
You should decide on the levels of expense that don’t need prior approval for claiming.  This is up to you, but you might consider:
· The HMRC approved mileage claim rate for driving
· A maximum amount for other travel costs per meeting on submission of receipts 
· A maximum amount for items bought without prior agreement.
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If prior approval is not gained
If it was not possible to get prior approval, you might want to say in your policy that such expenses can still be approved for payment if a majority of trustees approve (excluding those who might have a conflict of interest, such as a spouse).  Approval of these expenses can be by means of a meeting in person, electronically or by a clear exchange of e-mails.
How to claim
Here you give details of what documentation you need, how this should be submitted, how soon after the expense is incurred, who needs to authorise any payment and how the reimbursement will be made.  You may decide that claims over a certain amount need to be approved by two people, possibly the incumbent and the treasurer.
Adoption of policy
Once you’ve written your policy and your PCC has formally adopted it, you can add a paragraph to this effect to the policy, along with the date and a date at which it will be reviewed (typically 1 to 2 years). 
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