Kushti Bok Staff Expenses Policy

At Kushti Bok, we understand that our staff may incur expenses while
carrying out their duties. By adhering to this policy, we aim to uphold the
highest standards of accountability, integrity, and financial stewardship at
Kushti Bok. To ensure transparency and fairness, we have developed the
following staff expenses policy in line with UK Charity Commission
guidance.

Eligible Expenses

Staff expenses must be reasonable, necessary, and directly related to the
performance of duties for Kushti Bok such as travel costs,
accommodation, meals, and other necessary expenditures incurred during
work-related activities.

Approval of Expenses

Prior approval from the line manager, volunteer manager or the Chair is
required for incurring expenses.

Staff members must submit expense claims along with supporting
receipts and documentation within 30 days of incurring the expense.

Reimbursement

Expenses will be reimbursed in accordance with Kushti Bok's financial
procedures promptly upon receipt and approval of the expense claim.

Limits and Restrictions
Expenses should be incurred in the most cost-effective manner possible.

Staff members are expected to exercise prudence and avoid extravagant
or unnecessary expenditures.



Any expenses exceeding predefined limits or falling outside the scope of
this policy require prior approval from appropriate authority.

Documentation

All expense claims must be accompanied by valid receipts or invoices,
clearly indicating the nature and cost of the expense.

Incomplete or illegible documentation may result in delayed
reimbursement or rejection of the claim.

Compliance and Support

Staff members are expected to comply with this policy and any relevant
legal requirements.

Any suspected misuse or abuse of expenses will be investigated and may
result in disciplinary action.

Staff members with questions or concerns regarding expenses should
seek clarification from their line manager or the finance department.

Review and Updates

This policy will be reviewed periodically to ensure relevance and
effectiveness.

Updates or amendments to the policy will be communicated to staff
members in a timely manner.
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