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A Guide to Claiming Expenses

In recognition that tenants should not be ‘out of pocket’ when
volunteering their time, Tamworth Borough Council has produced this
guide to claiming expenses, so that you can claim what you are entitled
to on the production of a valid receipt.

If you have any questions or queries about this guide or would like more
information please do not hesitate to contact the Tenant Participation
Team on 01827 709448 or 0800 183 0454

Email: tenantparticipation@tamworth.gov.uk
Who can claim?

You can claim for out of pocket expenses if you attend any of the Tenant
Involvement meetings or events, for example, Seniors United or Tenant
Consultative Groups.

If you are not sure if you will be able to make a claim please contact the
Tenant Participation Team.

What can | claim?

Those who attend any meetings or events in relation to tenant
involvement can claim for the following:

1. Childcare / Carers Allowance

2. Travel to and from the place of volunteering

3. Travel while volunteering

4, Telephone call charges
5. Postage cost

All expenses are reimbursed on the production of a valid receipt.

1. Childcare / carers allowance

If you have to arrange for childcare or a carer in order to attend a
tenant involvement event or meeting you can claim up to £5 per hour.
We are unable to pay the care provider of your choice directly.

It is the parent’s right to choose suitable childcare for their child and
will not be the responsibility of Tamworth Borough Council. For this
reason, we are unable to offer reccommendations for childminders or
babysitters. The decision must remain with the volunteer. No
responsibility can be taken by Tamworth Borough Council for the
childcare /care provision that you choose to use.

2. Travel Expenses

Tamworth Borough Council will reimburse travel expenses from home to
and from the place of volunteering. Where possible, volunteers are
asked to travel in the cheapest and most reasonable form of public
transport. However, the Council recognises that in some circumstances it
may be more effective to travel by the volunteer’s own car. All travel



claims must be supported with a receipt / ticket. Any transport costs such
as bus or train fares that are incurred through attending a meeting or
event will be reimbursed, providing that you can produce valid receipts
for the entire length of your journey.

Rail

Travel by train must be arranged on a second class (standard) basis. A
receipt should be requested at the time of ticket purchase, as these are
not usually given automatically.

Own car

Driving expenses will be reimbursed at the following mileage rates:
Cars and Vans — 40p per mile

Motorcycles — 24p per mile

HM Revenues and Customs approved mileage rates 2008 — 2009

Taxi

Taxi fares will be paid under the following conditions:

o No direct bus route is available

[ You have a disability which prevents you from being able to use
public transport

o Using public transport would compromise your safety e.g. you will
have to travel at night

[ We will consider individual cases, as agreed with the Tenant
Participation Team.

3. Telephone Charges

Claims can be made for calls that are made in respect of your role as a
tenant volunteer such as calls to the council, other residents or
organisations in relation to tenant participation activities.

However the council will not reimburse:
o Personal calls

o Calls made to the council regarding the claimants own personal
circumstances

o Calls made to premium rate telephone numbers or internet calls

How to claim:

Claims should be given to a member of the tenant participation team by
submitting a copy of your itemised bill with all relevant calls highlighted.
If you do not receive itemised bills, e.g. if you have a pay as you go
mobile phone, please make a note of the name of the person you called,
the length of the call, as well as the reason for making the call and
include information about the tariff you are on and submit the claim
monthly to the Tenant Participation team.

Where possible please provide advance notice before coming in to claim
telephone expenses, to help us ensure that your claim can be processed
immediately. Payment will generally be made on the production of your
itemised bill/or list of calls made and a signed claim form.



4. Postage

Only tenant volunteers can claim for postage costs. Tenants are
encouraged where possible that all mail, in relation to tenant
participation is passed to the Tenant Participation Team to mail out
through Tamworth Borough Council. If however on occasions when you
are unable to get to Marmion House, please use a claim form (available
from the Tenant Participation Team) to make a note of the reason for
the letter, the number of letters sent, the date it was posted and the
cost of the postage.

5. Other - Meals/subsistence

There is no automatic right to a payment of subsistence, however, it can
be granted when tenants are volunteering for long periods e.g. more
than 5 continuous hours in relation to tenant involvement at events,
meetings or training, and food and beverages are not provided at the
venue. When claiming for payment, an expenses form must be
completed and supported with appropriate receipts.

When payment of subsistence has been agreed, a payment can be made
in advance. Receipts must then be submitted within 21 days of the
event to the tenant participation team.

If you are unable to provide a receipt then please discuss this with the
tenant participation team as receipts are important for audit purposes at
all times.

General

It is Tamworth Borough Councils responsibility to only reimburse tenants
for actual out of pocket expenses incurred, for which there is no tax
liability. Tenants would only be liable to pay tax if payments were made
which either exceeded actual expenditure, or which were not supported
by original receipts.

Volunteers in receipt of benefits are entitled to receive out of pocket
expenses only. Claimants receiving more than their actual expenses may
lose part of their means tested benefit, and the nature of their
volunteering may be called into question.

Money over and above out of pocket expense is regarded as income by
the Inland Revenue, and is therefore taxable.

Should you have any queries or concerns about making a claim please
Contact your Tenant Participation Team on 01827 709 448 or
0800 183 0454

On a final note we will always encourage you to claim for all'out of
pocket' expenses with a valid receipt being submitted. You will be asked
to sign for the money you have received for your expenses and you will
retain a copy and Tamworth Borough Council will retain a copy.





