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EXPENSES POLICY SERVICE
The following out-of-pocket expenses will be paid:

VOLUNTEERS
Return travel costs from home to Headway House.

Public Transport expenses will be repaid in full on production of tickets.

If the volunteer’s own car is used, mileage will be repaid at 40p per mile. (Mileage should be recorded to enable repayment.  If mileage is not recorded, start to finish locations, using the AA Route Planner will be used to estimate mileage).

STAFF
Petrol/mileage costs while on Headway business will be repaid at 40p per mile.

If the member of staff uses their own car, mileage should be recorded to enable repayment.  If mileage is not recorded, start to finish locations, using the AA Route Planner will be used to estimate mileage.

Accommodation costs if overnight stays are necessary to the activity will be reimbursed only if the use of accommodation has been authorised by the Chief Officer or a member of the Board of Trustees.  Receipts must be produced.  

ALL EXPENSE CLAIMS MUST BE SUBMITTED WITHIN 2 MONTHS.

Expenses are claimed using the Headway North Staffordshire’s expenses claim form, available from the Chief Officer or the Operations Manager 
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