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Trustee Expenses

The national Code of Governance states that:

“trustees (*) should not be out of pocket for the work they carry out for their organisation”

The Code also says that:

“the organisation should have procedures for trustees to claim legitimate travel and other expenses incurred while carrying out the organisation’s business”

This information sheet explains how trustees can claim expenses.

Can trustees claim expenses?

Yes, in almost all cases.

Trustees are volunteers and should not be out of pocket for the work they do – in the same way that volunteers should not be out of pocket.

The only exception is if the organisation’s governing document (**) specifically prohibits trustees from claiming out of pocket expenses - but this is unusual.

I thought that trustees couldn’t financially benefit.  Why can they claim expenses?

Although trustees cannot financially benefit from their position (unless the constitution says otherwise), they can claim out of pocket expenses.

This is because out of pocket expenses are seen as reimbursements for money already paid out by the trustee, so they are not classed as financial benefits.

Can trustees be paid a flat fee expense, say £5 for each meeting attended?

No. It is important that the trustee only claims actual expenses incurred rather than being given a ‘flat fee’ expense.

For example, if a trustee spent £1.30 on a bus fare to attend a meeting, they can claim back £1.30.

If a trustee wishes to claim back petrol costs, there is a rate per mile already approved by HMRC (Inland Revenue) that can be used – see below.

Paying trustees a flat fee for each meeting is not recommended because there is no evidence that the expenses have actually been incurred.  It could have serious consequences – the payment could be seen as taxable income and a financial benefit, both of which breach trustees’ duties as charity trustees and as employers.

How can a trustee go about claiming expenses?

It is good practice to draw up a procedure, perhaps using the guidance in this information sheet, along with an expenses claim form.  If you already have an expenses claim form for staff or volunteers you could adapt the form for use.

What can be claimed?

In working out what items can count as expenses, it is recommended you use the list from Volunteering England for general volunteer expenses. This can be found on the factsheet (under ‘which expenses can be reimbursed’) at

www.volunteering.org.uk/Resources/goodpracticebank/Information/volunteerexpenses.htm
In terms of mileage allowance, it is recommended you use the HMRC’s mileage allowances.

The HMRC set a certain amount per mile that an individual can claim without it affecting their tax (the rate takes account of all the costs involved in using a car – petrol plus a contribution to depreciation, wear and tear etc).

The rate is 40p per mile for a car up to 10,000 miles per year – the rates can be found at

www.hmrc.gov.uk/rates/travel.htm
What else should I be aware of?

It is possible that your organisation could gain financially if trustees did not want to claim their expenses, by trustees claiming their expenses and then donating it back as a donation and your organisation using Gift Aid to to reclaim the tax on the donation.

It would only work if the trustee was a UK taxpayer.

Remember if you do this that it is essential to keep proper Gift Aid records and it is recommended you use the HMRC (Inland Revenue) model declarations.

Notes

(*) You may use a term like management committee member, director or executive committee member.  A trustee is a full member of the governing body of a charity, regardless of the term you use.

(**) You may use a term like constitution, Memorandum and Articles of Association or Trust Deed.   The governing document is the formal set of rules for the organisation.

Further reading

The Code of Governance is called Good Governance: A Code for the Voluntary and Community Sector.  Published by the Governance Hub, the Code is available to download from

www.governancehub.org.uk
For more information and support
We provide information, guidance and signposting on all aspects of running a voluntary and community organisation.  For more information, see our website at www.communitylinksbromley.org.uk 
Frances McAuley, Capacity Building Manager
tel:  (020) 8315 1914  fax:  (020) 8315 1924  
email:  Francesm@communitylinksbromley.org.uk 
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