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Claiming volunteer expenses
This guide sets out how to claim for expenses in line with the Volunteer Expenses policy. Pages 1-3 guide the volunteer, pages 3-6 guide their manager, with FAQ’s at the end.
How can I submit expenses?
You can submit expenses using a volunteer expenses form. You can fill this in on paper, or on the computer. Doing it on the computer has the benefit that many of the calculations are then done automatically for you. Furthermore, it is possible to simply e-mail the form (see below)

There are two versions of the form:

1. On an excel spreadsheet. This is formatted as a table and can be printed out or completed on the computer

2. A word version is more accessible with screen reading software and can be formatted to print as large as you require.
Step 1 – The volunteer provides details of their expenses
Most of the pieces of information are self-explanatory. These notes refer to the excel version of the form. Cell numbers and columns are given for Jaws users.  If you have already claimed before you only need to supply your name and post code. Only add your address and bank account details if it is the first time you are claiming or your details have changed.
Only info needed normally (ie after first claim)

Full Name AND postcode (Cell C3)

Addition information needed if it changes or for first claim

Full Address (Cell C4)
E-Mail Address (Cell C5)

· Where possible, please type in your e-mail address where you would like your remittance to be sent to.  No paper remittance will be sent through the post due to cost of printing and postage.

Sort Code (Cell C6)
Bank Account (Cell G6)
Claim details (Columns B to I)

· With the exception of mileage claims for a car journey, volunteers should attach a receipt for each item they are claiming for to the form (or take a picture if emailing)
· Start a new line for each item.

Date of Expense (Column B – lines 9-28)
· Type in the date of each expense, one item per line
Description (Column C – lines 9-28)
· Give a detailed description for each expense including location, postcode (if available) and purpose. 
· For instance collection box, taking client to vets etc.
· If a receipt is missing, make a note of this in the description.
The person who requested the work (Column D – lines 9-28)

This may be your supervisor or come direct from your local mobility team. Knowing who asked you to undertake the journey or purchase the item helps us allocate the cost to the right budget, this is particularly important where volunteers help in several different roles.
Mileage carried forward from previous claim (Cell E8)

· Type in the cumulative mileage from your previous claim at the top. This means you can keep track of how many miles you have travelled this year. Cumulative mileage is calculated April to March, so you should always ‘re-set the count’ in April
· The reasons we ask you to keep a track of your total mileage for each tax year, from one claim to the next are:

· It allows volunteers to see which of the mileage rates to claim if their mileage goes over 10,000 miles.
· If it is your first mileage claim (or it is your April claim) you will need to put .01 in the brought forward/cumulative box
Mileage (Column E – lines 9-28)
· For car journeys, this is the distance you are claiming for

Mileage Rate (Column F – lines 9-28)

· Type in the mileage rate for the first 10,000 miles the rate is 40p thereafter it is 25p

· Fuel only option - If you do not wish to claim the whole amount of .40p then type in a lower rate that you wished to be paid.
· Guide Dogs expenses policy is to cover out of pocket expenses incurred as a result of volunteering. The ‘Fuel only’ option has been introduced following feedback from volunteers that they did not want to claim the full 40p per mile (which includes wear/tear and depreciation calculation)
Please ensure that any claims i.e. parking etc. are placed on a separate line to the mileage claims.

Accommodation and other Travel Costs (Column H – lines 9-28)
· Type in the amount for any accommodation costs, and other travel expenses other than mileage (e.g. rail, taxi, parking etc). Each item needs to have its own line with corresponding receipts.

Other Expenditure Costs (Column I – lines 9-28)
· If you are claiming back other expenditure apart from travel and mileage please complete the date, description and person who requested in column B to D and fill in the amount in Column I – lines 9-28
Automatic Fields

These fields below need to be completed, but are automatically calculated if you are completing on a computer. If you are hand writing you will need to complete.
· Mileage claim for each journey (Column G)

· Date of Last Expense on this sheet (Cell  M37)

· Totals: 

· Business Mileage carried forward (E29)

· Total Mileage claim (G29)

· Total travel costs (H29)

· Total other expenditure (I29)
· Total Claim (M29)

Step 2 Check your details
If you are blind or partially sighted and want support filling in the form for as a volunteer, please provide a letter of authorisation that is signed and says you give permission for someone else to complete the expense form on your behalf and that you have head the declaration at the bottom of the form and agree with it.   

Please attach a copy of this letter each time a form is submitted - it is important for insurance reasons that that the declaration is made in your name.

If this is your first claim or you have changed your bank account details since your last claim, please either e-mail your name and postcode with your new details (sort code and account number) to finance@guidedogs.org.uk or post to Finance, Hillfields, Burghfield Common, Reading, Berks. RG7 3YG
Step 3 Submit the Form
Claiming via email
You can e-mail your completed form to the person who is authorising the expenses. 
If you have receipts you must take photos of these and send in the same email. You do not need to send a hard copy in the post.  
You should password protect the Expense Form to protect anyone accessing your personal contact information, and send the form and any photos of receipts at attachments to the person who is authorising the expenses.

Also send  a 2nd separate email with the password obviously.  

The person who is authorising should be the person who requested the majority of the work.
The authoriser can then approve by forwarding your e-mail electronically to the finance team where it will be picked up for payment. There is no need to print in this situation and payment will be quicker.
For all other claims
Volunteers should post the completed form to the person who authorises their expenses with the receipts attached. The authoriser will check and forward onto the Finance Department for payment.
Step 4: Authorising Expenses – For Supervisors/Managers
Managers/supervisors who are authorising expenses should complete the sections in GREEN before the expenses are sent to the Finance Department Hillfields.

It is now possible to authorise all forms by e-mail:

· Claims received by e-mail can simply be forwarded once checked to Finance@guidedogs.org.uk
· Volunteers are asked to password protect their form when they sent it to you remotely, you MUST remove that password before sending the form on to Finance (as finance cannot process hundreds of individual passwords and there is higher security sending from Guide Dogs email address to Guide Dogs email address). To do this, when you save your authorisation, got to File\Protect Workbook\Encrypt with a password and delete the current password.
· Postal (hardcopy) claims can be posted on to the Finance Department or simply scan the claim form  and receipts and e-mail as above. 
How to simply manage volunteers who work for several teams:

Where a volunteer works for more than one team, it only needs one manager to sign off the claim. Practically this should be the person who is responsible for signing off the majority of the claims on the sheet. However, it is the responsibility of that authoriser to contact the other department and code accordingly if there is something on the claim they are not responsible for i.e. it is somebody else’s budget. This is often done by a quick phone call and a copy of the form either e-mailed or sent to the dept for their records.

Columns have been added to help managers allocate to the correct team by volunteers stating who requested the work. Most claims belong to one team, but where there is an exception, just that line can be simply coded to the correct team as described below.

Any forms where all the expenses come from the same budget, ie have not been coded differently will simply be coded to the authoriser’s normal expense code on the bottom of the sheet.

It is advised that managers complete the managers part at the bottom of the sheet first before amending any ‘exceptions’.
Coding

You need to make sure that the Cost Centre and Project Code in cells C32 and C35 are completed or the form will be returned.

If the volunteer has completed other expenditure you will need to to complete column J to allocated the nominal ledger code.  
You only need to complete column K and L if the original cost centre and project code is different from what is in cell C32 and C35.
Authorisers need to check the following:
If the Form is password protected, remove the password as above

For the majority of claims, only the manager’s section at the bottom needs to be completed by managers/supervisors.

Managers Name (Cell L32), Manager’s Position (Cell L34) and Login ID (Cell L36) plus the following three cells:

Project Code (Cell C32)
· Use the drop down box to pick the activity code.
· If you know you have an “Activity Code” that is not appearing on the list, type in the missing activity code in cell H40 then go back to the drop down box. You might have to move the sliding arrow up one field to pick the activity code that you just typed in.  This will only be valid on this particular expenses claim.
Cost Centre (Cell C35)

· Use the drop down box to pick the cost centre.

Nominal Code For Other Expenditure (Cell J9 to J28) – Only if filled in

The majority of expenses claimed are for travel and mileage.  This section should only be completed if the Volunteer is claiming expenses other than travel and mileage. You will be prompted to select an Expenses code from the drop down box.
Project Code (Cell L9 to L28)
If the same on the manager’s section (Cell C35) there is no need to change, otherwise use the drop down box on the relevant line to pick the different Activity code for the work.
· If you know you have an “Activity Code” that is not appearing on the list, type in the missing Activity code in cell H41 then go back to the drop down box. You might have to move the sliding arrow up one field and pick the activity code that you just typed in.  This will only be valid on this particular expenses claim.

Cost Centre (Cell M9 to M28)
· If the cost centre is the same as on the header (cell C32) there is no need to change, otherwise use the drop down box on the relevant line and pick the different cost centre

STAGE 5: Authoriser sends to Finance
Wherever possible authorisers should e-mail expenses forms to finance, this speeds up payment.

· Ideally the volunteer will be able to e-mail forms and pictures of the receipt to authorisers who can then code as above and simply forward.
· Volunteers are asked to password protect their form when they sent it to you remotely, you MUST remove that password before sending the form on to Finance (as finance cannot process hundreds of individual passwords and there is higher security sending from Guide Dogs email address to Guide Dogs email address). To do this, when you save your authorisation, got to File\Protect Workbook\Encrypt with a password and delete the current password.

· Receipts must be attached. If a volunteer has emailed a form with receipts listed, then they need to provide photos of the receipts as well with the form. Form and receipts can then be sent to finance for HMRC compliance.
· Hardcopy – for example claims with receipts attached – authorisers should check, code and sign.

· Where possible support workers can then scan the claim sheet and receipts and e-mail to finance. The hardcopy should be stored securely locally.
· Alternatively the completed form can be posted to Finance.
If e-mailing the form, send to finance@guidedogs.org.uk if posting post to Finance at Hillfields.
Any forms that have not been completed correctly will be sent back to the authoriser.  This will hold up payment for the Volunteer.  We MUST have the Activity, location and business area to be able to process the claim.

Stage 6: Payment
Once the form has been authorised send to Finance Department at Hillfields, payment will then be made if the form has been completed correctly.  Payment runs for volunteers will be processed on a weekly basis if paying by BACS, if a cheque payment these are only run every 6 months in June and December.

Questions and Answers
My Receipts Missing

Sometimes receipts are lost before a volunteer makes a claim. 

· If a receipt is missing the volunteer should make sure that they mark on the form that they have no receipt.

· This will then need to be initialled by the authoriser next to the description before payment will be made
· Any receipts missing and not authorised by the authoriser will be deleted from the claim.

Can I claim expenses and then gift them back to Guide Dogs as a donation?

Volunteers give a huge amount of time and effort to Guide Dogs and there is no expectation to donate financially to us as well. This is a personal decision. With the administrative costs of processing the expense claim and then processing the donation, for the majority of travel expenses it is more cost effective to the organisation NOT to claim the expense in the first place.

Can I use the old style form as I have a number of them already printed?

Please use the new style form as soon as possible so it fits with our new finance coding structure.

I am not sure what I can claim for i.e. food and drink?

If you are claiming for food and drink the person who requested the work should authorise any food and drink costs prior to the activity you are claiming for.

Likewise the number of times you collect boxes etc. is linked to the return on investment and should be considered when planning journeys.  

For further information regarding Volunteer Expenses please visit the Volunteer Information Point or request a copy from the Volunteering Office (0345 143 0191)
If you have any issues of problems with the form please phone Finance Department, Expense Administration, Hillfields: 01189 838178 or e-mail finance@guidedogs.org.uk
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