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Registered Charity No 223015

Cononley Village Institute – VOLUNTEER EXPENSES POLICY
Cononley Village Institute is a Registered Charity and does not employ any staff. The caretaker is self employed and paid monthly through an invoice system
The caretaker has up to £150 petty cash for minor expenses (primarily cleaning materials and DIY repairs), which is reclaimed / topped up on a monthly basis on production of receipts.
Where possible any purchases should be invoiced to CVI and paid via BACS and Cononley Parish Council authorisation system. 
Cononley Village Institute does not have a business bank card and so members of Cononley Village Institute Advisory Committee and other volunteers may need to purchase items for CVI use, in particular food, alcohol, printing and stationery to run events or replacement CVI equipment. Individuals will submit receipts to CVI Treasurer to re-imburse the expenditure. Any BACS transfers will be paid through Cononley Parish Council authorisation system. 
Other expenses, such as mileage claims are only paid for journeys relating to regional meetings or training. The cost of relevant training courses can be claimed on production of a receipt, or paid in advance via BACS / invoice system from training provider. 
Volunteers attending CVI ticket events in a purely functional capacity rather than social are eligible for free places (eg panto)
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