
 

Expenses policy 

 

The Ogden Trust will reimburse travel, accommodation, subsistence and entertaining 

expenses incurred by its staff, consultants, time release positions and volunteers in the line 

of their required working.  

 

Expenses should be claimed within 3 months of the date incurred by submitting an expense 

form with the required evidence. Unevidenced claims may not be refunded. Expenses 

exceeding those listed in this policy will only be refunded with prior approval. 

 

As a charity, The Ogden Trust looks to keep its costs as low as possible. Please bear this in 

mind when incurring expenses. Travel and accommodation should be booked as far in 

advance as possible to keep prices low. 

 

Travel 

1. Mileage will be reimbursed at 45p per mile. No receipts are required for this. 

Journeys of over 100 miles should be rarely done by car and if necessary, should be 

done by hire car where possible. 

2. Where a hire car is used, the smallest vehicle category should be selected, unless 

travelling with substantial equipment or multiple people. The Ogden Trust does not 

currently have a preferred supplier. Expenses can be claimed for the fuel costs and a 

receipt will be required. Insurance should be included with the hire. 

3. Train journeys should be booked as far in advance as possible to get the best rates. 

Only standard fares will be refunded unless the first-class fare was cheaper 

(evidence of this will be required). 

4. Taxi fares will be refunded with evidence of a receipt. Journeys of less than 1km are 

not expected to require a taxi unless carrying equipment or for health reasons. 

Journeys of more than 30km should not usually be done by taxi. 

5. Bus fares will be refunded with evidence of a receipt. If Oyster or contactless card is 

used please print off the statement and highlight the appropriate transaction as 

evidence. 

6. Underground fares will be refunded with evidence of a receipt. Where possible in 

London, an Oyster card should be used, with the printed statement and highlighted 

transactions as evidence. 

7. Flights should receive pre-approval before booking. Internal flights will only be 

approved whether they are cheaper than other methods of travel or result in a 

significant time saving. 

8. All international travel should receive pre-approval before booking. 

 

Accommodation 

9. Accommodation will be covered where there are events on consecutive days that are 

more than 1.5 hours travel from home, or where an event and its travel would require 

leaving home before 6am or returning after 11pm. 



10. One night’s accommodation should not cost more than £120 at the most. 

11. Accommodation will be organised for all Ogden meetings where required by the 

Central Office. 

 

 

Subsistence and entertaining 

12. Subsistence of up to £12 per person may be claimed for lunch where the 

representative is out on business in the morning and afternoon. Lunch may not be 

claimed for half day activities. Breakfast of up to £10 may be claimed where activities 

start before 6am or if overnight accommodation has been claimed the night before. 

Dinner of up to £15 may be claimed if overnight accommodation is required or if an 

event starts at lunch time and runs later than 9pm. 

13. Entertaining is not expected as part of your Ogden role. Please discuss with the 

Programme Officer if you think this may arise as part of your Ogden duties. 


