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     PHOENIX S.C. 
                              (BASILDON)  

                                             Affiliated to A.S.A – East Region
                                               


Phoenix Swimming Club (Basildon)

Code of Conduct


Expenses Policy
This document contains details of the expenses policy for Phoenix Swimming Club (Basildon). 

1. Travel Mileage
1.1. Expenses are claimable where an individual is requested to attend an event either as a representative of the club, or specifically in order to perform club duties (e.g. Poolside coach). 
1.2. Fuel costs are reclaimable at a rate up to 15p per mile, or at the latest mileage rate as determined by the club management committee.  The Swimming Pool at Gloucester Park, Basildon will be considered the start and return point for the purposes of calculating claimable mileage. 

1.3. Travel to and from locations for the purposes of regular training sessions or meetings are not refundable.
1.4. No receipts are required for travel mileage up to a limit of £50.
2. Overnight Stay
2.1. Expenses are claimable where an individual is requested to attend an event either as a representative of the club, or specifically in order to perform club duties (e.g. Poolside coach). 
2.2. Accommodation and meal expenses up to limit of £75 per day, or at the latest daily rate as determined by the club management committee, are refundable.

2.3. Approval for claiming expenses relating to an overnight stay must be sought in advance of the event from a meeting of the club management committee.
2.4. Receipts are required for expenses claimed due to an overnight stay and should be submitted to the club treasurer. 
3. Stationery & Postage
3.1. Stationery & postage costs incurred by club volunteers in the execution of their role are refundable on application to the Club Treasurer or Club Chairperson.

3.2. All claims should be accompanied by a receipt, or other supporting documentation.

4. Other Expenses
4.1. Other costs incurred by club volunteers in the execution of their role are refundable on application to the Club Treasurer or Club Chairperson.

4.2. Advance approval should be sought from the Club Management Committee, Chairperson or Treasurer for any expenditure in excess of £20.
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