APPENDIX A


The Railway Correspondence and Travel Society

Treasurers’ Guidance Notes:  Society reimbursements
The Society policy is that branches should be self-sufficient as much as possible from a financial point of view.  However, there are circumstances in which claims for reimbursement of branch expenses can be made.  The purpose of this note is to provide guidance to branch treasurers and committees about the expenses that can be claimed and the procedures involved for reimbursement.  Further information can be provided from The Assistant Treasurer (branch finance), if necessary.

Regional Meetings 

The Society will reimburse the fees for the hire of the room and for a lunch, drink and reasonable travelling costs for two delegates from each branch.  The room hire and lunch expenses should be paid by the organising branch treasurer and the delegate’s travelling expenses by their branch treasurer.  VAT receipts for the expenditure should be obtained and submitted with the claims.  Branch treasurers should then claim reimbursement for these costs from the Society through the half-year returns.  If more than two members attend from any one branch, lunch and travelling costs for these additional members should be funded by the branch.

When claiming for fuel costs, a VAT receipt for the fuel used should be obtained to allow the Society to recover the VAT involved.  This can be done by filling the car at the start of the journey and again on the return and getting a VAT receipt.  Alternatively, a VAT receipt for fuel purchased on or around the date of the claim indicating the proportion used on RCTS business can be submitted.

Officers’ Conference

The Society will reimburse the cost of accommodation for one night and reasonable travelling expenses for one branch officer from each branch.  Initially, these expenses should be paid by the branch treasurer and then claimed back from the Society through the half-year branch return.  A receipt for fuel costs should be obtained in the same way as for Regional meetings.

The Society AGM
The Society does not reimburse costs for branch officers or members to attend the AGM.

Support for branches
The Society is prepared to consider support for branches where their continuance is threatened by financial constraints.  If a branch committee considers that such support may be required, then an application should be submitted to the MC via the Branch Liaison Secretary before making a claim.

VAT

VAT can be recovered on many items of branch expenditure including purchase of envelopes, photocopying, ink-jet cartridges, raffle prizes (e.g. a bottle of wine), equipment and hospitality for speakers etc.  If branch meetings are held in a hotel or designated meeting rooms, it is likely that VAT can also be recovered from the room hire charge, but probably not from a church hall.  A VAT receipt must be obtained for all claims for reimbursement and submitted with the Branch VAT return.

Claims procedure

It is recommended that claims should be made where possible through the branch financial returns.  Please remember that to avoid excessive bank charges, resulting payments to branches of less than £25 will be held over by the Society and included in the next financial return.  However, this new procedure does not prevent branches from submitting claims for small amounts in a branch return.

Finally, please ensure that all expense claims are legible and, if possible, prepared using a computer.  VAT receipts must be originals and not photocopies. Copies should be retained for your own records.
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