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EXPENSES POLICY 

Date of policy review 
 

June 2020 

Date next review due 
 

June 2021 

Authorised by 
 

Lisa Robinson – 
Countywide Service 
Manager 

Signed 
  

Introduction 
All employees’ and volunteers’ expenses must have prior approval and be supported with itemised receipts 
clearly showing the details on the expenses form. 

If forms are incomplete, illegible, do not have receipts attached or are not on the current form they will be 
returned to the claimant, which may delay payment. 

Expenses forms need to be submitted to your line manager by the 1st Friday of each month, to ensure 
payment can be made. 

This policy is to be used in conjunction with the Staff Handbook and Code of Conduct. 

Mileage 
Where you are required to drive your own vehicle on behalf of the organisation, approval will only be given 
on possession and production of a valid driving licence. If using your own vehicle for ‘business use’, you 
must advise your motor insurance before undertaking any travel on behalf of CADAS. Please note you will 
be required to provide CADAS with a copy of your insurance. Any additional charge incurred by you as a 
result of ensuring your vehicle is insured for business use can be reclaimed for CADAS. 

Where staff and volunteers use their own private car on CADAS business, the mileage rates will be in line 
with government guidance. 

Travelling by car should specify the number of miles travelled, the starting point of the journey, the 
destination and the return point of the journey. Mileage will be checked against the website www.theaa.com 
to ensure accuracy.  

 

 

 

http://www.theaa.com/
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Mileage may only be claimed for when it is in excess of your usual journey to work. For example; 

Scenario one:  

❖ Your designated place of work is the Barrow office. 
❖ Your usual commute to work and back is a total of 20 miles.  
❖ You are asked to attend a meeting in Kendal.   
❖ You travel a total of 30 miles to attend the meeting. 
❖ You can only claim for the miles above your usual/daily commute of 20 miles – i.e. mileage claimed 

would be 10 (using the current government guidance amount – e.g. 45p per mile). 
Scenario two: 

❖ Your designated place of work is the Carlisle office. 
❖ Your usual commute to work and back is a total of 20 miles. 
❖ You are asked to attend a meeting in Penrith. 
❖ You travel a total of 18 miles to attend the meeting. 
❖ You cannot claim for any part of the mileage for attending the meeting. 

 

Common Journeys 
Please use these figures when making travel expense claims between the listed locations: 
 

Journey (or vice-versa) Miles one way Cost (@45p per mile) Miles round trip Cost (@45p per mile) 

Barrow to Kendal 34.85 15.69 69 31.04 

Barrow to Millom 22.63 10.19 45.7 20.54 

Carlisle to Kendal 47.2 21.24 94.3 42.43 

Carlisle to Whitehaven 38.6 17.35 77.2 34.76 

Whitehaven to 
Workington 

7.9 3.57 16.3 7.32 

 
For any other journeys or if you are travelling to a location on the outskirts of a town, please enter the 
location or postcode onto: https://www.theaa.com/driving/mileage-calculator.jsp  
As part of our transparent scrutiny procedures, expenses will be randomly checked to see if they match up 
with the AA calculation. 
 

Public transport 
Train tickets should be bought as standard class and booked in advance, wherever possible, as significantly 
lower fares can be achieved by advance booking. Tickets must be submitted to line manager and finance 
with your expenses form. 


