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Policy on Claiming Expenses for Board Members
Board Members are able to claim for all business expenses relating to work undertaken on behalf of Creative Support.  Members must complete Creative Support’s Travel Expense Form and can claim 40p per mile and the cost of any car parking.    All completed travel expense forms must be submitted to Lorraine Gainsborough for authorisation by Anna Lunts, Company Secretary and Chief Executive, and mileage must be clearly recorded including the date and the purpose of the journey.  Unless there are exceptional circumstances, mileage will be calculated from your home address.
We actively encourage individuals to use the most cost effective mode of transport and if Board Members use the bus or train they should attach the receipt or ticket to the travel expenses form.  Considerable savings can be made by booking journeys in advanced particularly if this involves peak time travel and long distance travel.  We also have a company account with  taxi firms in Manchester and Stockport and Board Members can use taxis which need to be authorised and ordered via reception staff at Wellington House or through Lorraine Gainsborough.

We can make a hotel reservation for you where it is impracticable for you to arrive in time and/or return home.  Alternatively, if you prefer to make your own reservation, this can be reclaimed on your travel expenses form.    We will also reimburse any reasonable additional cost of refreshments on a long journey or an overnight stay.

All claims for parking, refreshments, travel tickets etc must be accompanied by a receipt.

Contact Lorraine Gainsborough on 07970 494382 with any queries or e-mail lorraine.gainsborough@creativesupport.co.uk
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