
 
Shropshire County Scout Council  
Expenses Claim Guidelines  
 
This iteration of the Expenses Guidelines are an update to the Guidelines approved by the Executive 
Committee at the meeting of 11th December 2014 and shall be considered to supersede those guidelines 
wholly. 
 
It is noted and appreciated that many Scouters do not claim expenses. It is also accepted that volunteers should not 
be deterred from the effective execution of their roles due to financial constraint. Therefore, the County Executive has 
agreed that any submitted and substantiated claims will be reimbursed subject to the maximum entitlements outlined 
below.  
 
Volunteers are also encouraged, where possible, to purchase goods and services with an invoice with at least 30 days 
payment terms so as not to incur the cost personally.  
 
All requests for reimbursement must state the meeting, event or other information that substantiates the validity of the 
claim.  
 
It is the responsibility of volunteers to ensure that they use the most cost-effective method of delivering their 
responsibilities.  
 
All individual County Team Members who have been allocated an approved budget for the year must ensure that the 
total annual expenses for all their own Team Members do not exceed that approved without authority from the County 
Commissioner and Treasurer.  
 

A) TRAVEL  

1. Use of Private Vehicles  

a) Private car use will be reimbursed at the authorised rate (currently 30p per mile – November 2021). Car sharing is 
encouraged whenever possible.  

b) Mileage claims should state the event, starting and finishing points, distance travelled and the date of the journey.  

c) Essential car parking charges will be refunded. A ticket or a receipt should be produced.  

2. Rail  

a) When booking/purchasing tickets the most cost effective options should be considered. This includes on-line 
bookings/purchases; booking in advance and travelling at off-peak times. Receipts must be produced. 

3. Taxis  

a) Taxi should only be used exceptionally or in an emergency when other methods of transport are not possible. 
Receipts must be produced.  

 

B) SUBSISTENCE  

1. Meals  
 
It is accepted that meals away from home when on Scout business are more expensive. If necessary, and to 
recognise this additional marginal cost, a subsidy will be provided as below.  
 
Breakfast £5; Lunch £7.50; Dinner £7.50 (as at December 2014)  
 
Where travel or working on behalf of the County covers meal times subsistence will be paid where this is not provided 
eg on an overnight stay. However, when setting out at 1000 hrs from home for a day meeting it is not appropriate to 
claim for breakfast. If the meeting runs over lunch then it would be appropriate to claim subsistence for that meal.  
Receipts for the full cost of the meal should be provided.  
 
2. Overnight Accommodation including Hotels  

a) Accommodation with ‘en-suite’ facilities in up to three star hotels is appropriate.  

b) Items from a mini bar, newspapers and in-house movie hire will not be reimbursed 

 



 
3. Hospitality (Meals)  
 
All reasonable costs will be reimbursed in full. The subsistence provisions above determine the maximum allowable 
level. Names of those entertained and their organisation(s) must be stated in all cases.  
In exceptional circumstances, and subject to prior approval of the budget holder, the subsistence rates may be 
exceeded.  
 
4. Home Hospitality (Receiving)  
 
Where Members stay overnight with a Scout colleague the host or hostess may claim, if they wish, £15 as a 
contribution towards the cost of providing meals and accommodation.  
 
5. Home Hospitality (Providing)  
 
The Home Hospitality allowance of £15 per night per person is available to reimburse the host for providing bed and 
breakfast and dinner costs.  
 
C) OPERATIONAL EXPENSES  
 
The following will be reimbursed:  
 
1. Uniform: For County Team members requiring a Scout uniform to perform the responsibilities of their job a limited 

number of uniform items may be claimed.  

On appointment: one item each of smart shirt or blouse; activity or smart trousers or skirt; scarf and woggle or 
tie; belt; waterproof or fleece. Items must be purchased from the Association’s Scout Shops. Annually: Up to one 
replacement item per year.  

2. Photocopying: At cost or that charged by an employer.  

3. Postage: At cost.  

4. Printing: Printing costs will only be reimbursed if approved in advance by the budget holder.  

5. Stationery: General office stationery and printer paper used for Scouting.  

6. Publications: Only required publications to support the role will be reimbursed. Items must be ordered via Scout 
Shops.  

7. Telecommunications: Many households now have landline and mobile communication contracts with inclusive 
calls and texts. The County will pay for telephone or mobile phone call charges for Scouting business outside these 
contracts. Itemised bills should be provided to support the claim. Monthly landline, broadband and mobile rental costs 
may not be claimed.  

8. Computers, Printers and Fax machines: The County will pay for the estimated proportion of necessary 
consumables for computers, printers and fax machines used for Scouting purposes.  

D) CASH ADVANCES  
 
Advances or floats are available to facilitate the running of events and for similar circumstances. Requests for floats 
must be included in the County Event Proposal Form. Once the event is approved the County Treasurer should be 
contacted to issue the float.  
 
Floats must be cleared within one week of the end date of the event.  
Expenses from an advance or float must be authorised before the expenses form and cash balance is returned to the 
County Treasurer. 

 
E) WHERE YOU CANNOT CLAIM  
 
There are very few circumstances where the Association would not accept a valid claim for expenses when carrying 
out work on its behalf. However, it is not possible to claim for attendance at an event as a participant where the role is 
merely incidental.  
 
F) AUTHORITY TO VARY ARRANGEMENTS  
 
In exceptional circumstances authority may be given to vary the arrangements above. This authority may only be 
given by the Chairman and the County Commissioner or in their absence by the County Treasurer and Secretary.  
 



G) HOW TO CLAIM EXPENSES  
 
To make an Expenses claim:  
 
1. Complete an Expenses claim form, available from the Members area of the County’s website or from the County 
Treasurer or Secretary.  

2. Payments will normally be made by bank credit transfer direct to the claimant’s bank account. Ensure bank details 
are completed on the claim form.  

3. Sign the form; attach receipts; and submit to the Budget Holder for approval. Scanned and emailed copies are 
acceptable.  

4. The Budget Holder is to then forward on the form along with their approval to the County Commissioner and County 
Treasurer who will arrange payment. 

5. The above arrangements are based on the broad principle that the Association - which is funded primarily by its 
Members - will reimburse substantiated claims for out of pocket costs that a reasonable person would incur, having 
due regard for their role.  

6. This paper shows the maximum entitlement allowed and every effort should be made to use the most cost-effective 
option.  

7. Claims not made within six months of expenditure will not be settled.  
 
Submitted for review by the Executive Committee 15th November 2021 and subsequently approved. 


