
Expense Policy
	

Applicability	
These	Policies	&	Procedures	are	based	on	the	Charity	Commission’s	guidance	on	reimbursing	out-of-
pocket	expenses	incurred	by	Trustees	as	in	its	publica=on	“Trustee	Expenses	and	Payments”	(CC11)	
			www.gov.uk/government/publica5ons/trustee-expenses-and-payments-cc11/trustee-expenses-and-payments	

Policy 
Scope	
All	Directors,	Members,	Supporters	and	Volunteers	are	en=tled	to	be	reimbursed	by	Grace	&	Flavour	
CIC	for	purchases	and	expenses	actually,	necessarily,	reasonably	and	incidentally	incurred	by	them	on	
behalf	of	Grace	&	Flavour	CIC,	on	submission	of	an	appropriately	authorised	claim	form	and	relevant	
suppor=ng	receipts.				

“Actually”	means	that	the	claimant	actually	incurred	the	claimed	expenditure.				

“Necessary”	means	that	the	ac=vity	could	not	have	been	undertaken	efficiently	and	effec=vely	
without	incurring	the	expenditure;	

“Reasonable”	means	that	the	cost	of	the	expense	must	be	commensurate	with	prudent,	value-for-
money	use	of	Grace	&	Flavour	CIC	funds	to	promote	&	deliver	its	CIC	purposes.			Thus,	the	cost	
incurred	must	be	compe==ve	with	(ie:	similar	to)	the	costs	of	alterna=ves	of	similar	quality	and	
suitability-for-purpose.	

However,	this	does	NOT	mean	that	the	cheapest	goods/services	must	always	be	purchased.			Where	
the	addi=onal	benefits	TO	GRACE	&	FLAVOUR	CIC	ACTIVITY	BEING	PROMOTED/DELIVERED	
demonstrably	outweigh	the	addi=onal	cost	of	more	expensive	goods/service	they	can	be	chosen	in	
preference	to	the	cheaper	alterna=ves.			However,	the	claimant	must	always	be	ready	and	able	to	give	
a	credible	jus=fica=on	for	their	choice	if	challenged	and	have	obtained	APPROVAL	before	incurring	
the	expense.	

GiAs	in	Kind	(Waived	or	Unclaimed	Expenses/Purchases)	
Supporters,	Directors,	Members	and	Volunteers	occasionally	choose	to	waive,	or	not	to	claim,	a	
reimbursement	of	expenses	and/or	purchases	to	which	they	would	otherwise	be	en=tled.	

Grace	&	Flavour	CIC	greatly	appreciates	the	generosity	of	all	who	choose	to	act	in	this	way.	

However	not	claiming	reimbursement	of	legi=mate	expenses/purchases	is	not	necessarily	in	the	best	
interests	of	Grace	&	Flavour	CIC:-	

1. It	causes	the	real	costs	of	Grace	&	Flavour	CIC’s	ac=vi=es	(ie:	including	those	costs	which	are	
subsidised	by	supporters)	to	be	under-recorded	and,	therefore,	under-reported	(eg:	in	the	CIC’s	
Annual	Report	&	Financial	Statements);	

2. It	hides	the	true	generosity	of	Grace	&	Flavour	CIC	supporters,	par=cularly	their	financial	
generosity	which	goes	unrecorded	and,	therefore,	unreported;	

3. Under-repor=ng	of	Grace	&	Flavour	CIC	costs	and	the	generosity	of	its	supporters	can	hamper	the	
making	of	effec=ve	grants.	

Accordingly,	Grace	&	Flavour	CIC	encourages	all	those	who	can	legiDmately	claim	reimbursement	of	
their	expenses	do	so.	

Supporters	who	generously	waive	their	expense	or	purchases	as	“dona=ons”	to	Grace	&	Flavour	CIC	
should	s=ll	submit	expenses	but	marked	as	“Not	for	Payment”.	
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Procedures:	Reimbursement	of	Expenses	&	Purchases	

SubmiKng	Claims	for	Reimbursement	of	Expenses	&	Purchases	
• Claims	for	the	reimbursement	of	expenses	must	be	submiced	on	Grace	&	Flavour	CIC	approved	

claims	form	available	on	the	Grace	&	Flavour	Website.				

• Claims	for	the	reimbursement	of	expenses	must	be	accompanied	by	documentary	evidence	of	the	
expense	i.e.	a	receipt	
♦ Where	such	evidence	is	unavailable	the	claimant	must	provide	an	explana=on	to	the	Treasurer	

for	approval;	
♦ Grace	&	Flavour	CIC	reserves	the	right	to	decline	to	reimburse	expenses	for	which	reasonable	

documentary	evidence	has	not	been	provided;	

• All	expenses	must	be	authorised	by	the	Chair,	Treasurer	or	Head	Gardener;	

• All	expense	claims	must	be	submiced	within	2	months	of	the	relevant	ac=vity.	

• Claims	for	the	reimbursement	of	purchases	must	be	accompanied	by	documentary	evidence	of	the	
each	purchase	(eg:	receipt	etc).	

Reimbursement	of	Expenses	&	Purchases	
• All	claims	submiced	for	the	reimbursement	of	expenses	incurred	on	purchases	made	on	behalf	of	

Grace	&	Flavour	CIC	will	be	veced	for	compliance	with	these	policies	and	procedures	before	being	
authorised	for	reimbursement.	

• Claims	which	are	not	in	the	prescribed	form,	incomplete	(eg:	missing	required	suppor=ng	
documents),	inaccurate	or	otherwise	not	compliant	will	be	returned	for	correc=on	or	rejected.	

• Valid	claims	will	be	authorised	for	reimbursement	as	soon	as	is	reasonably	prac=cal	ader	receipt.			
Payment	will	either	be	made	by	Bank	Transfer	directly	to	the	claimant’s	bank	account	or	by	
Cheque.				

• Alterna=vely	in	the	case	of	small	claims,	these	may	instead	be	made	by	cash,	as	agreed	with	the	
Grace	&	Flavour	CIC	Treasurer.	

• Any	Expense	not	claimed	within	2	months	of	the	receipt	date	will	be	considered	a	Dona=on	to	
Grace	&	Flavour	CIC.	

Change Details 

Changes	to	the	Policy	
Grace	&	Flavour	CIC	reserves	the	right	to	change	its	Expenses	Policies	&	Procedures	to	maintain	
consistency	with	current	accepted	Best	Prac=ce,	and	otherwise	to	meet	the	needs	of	the	CIC.	

Whenever	possible	Grace	&	Flavour	CIC	will	give	appropriate	advance	no=ce	of	any	such	changes.	 	
However	Grace	&	Flavour	CIC	reserves	the	right	to	change	these	Expenses	Policies	&	Procedures	with	
minimal	or	no	no=ce	when	reasonably	expedient	to	do	so.

Date	of	Change: Changed	By: Comments:

27/11/2019 Ashley	Brown Drad	Policy	Wording

13/02/2020 Directors Commicee	agreed	policy	at	Director’s	Mee=ng	on	13/02/20
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