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Key Documents
Pre-Authorisation Form (COSRT)
The Pre-authorisation Form (COSRT) is used to pre-authorise expenditure above £25 to be charged against a COSRT cost centre.  This includes:

· Staff and Trustee directly incurred expenses (such as travel or accommodation) 
· Planned expenditure that will be paid via invoice (e.g. speakers or accreditors, room hire or services).

Note that no expenditure above £25 will be paid without this pre-authorisation, even when Expense Claim Forms are properly completed, or invoices received.

Pre-Authorisation Form (3rd-Party)
This is used to pre-authorise expenses above £25 to be incurred directly by people outside COSRT when delivering/participating in a COSRT activity. This includes:

· Travel, accommodation and subsistence

Note that COSRT staff are responsible for submitting the form and acquiring suitable cost estimates.   
Expense Claim Form

The Expense Claim Form is used to authorise reasonable expenses not paid via invoicing.  
· Expenses incurred by any party will only be paid using the Expense Claim Form.

· Any expenditure above £25 must also have been pre-authorised using the relevant form.  

· 3rd parties may complete and submit the Expense Claim Form themselves but must secure an authorising signature from the COSRT staff member managing their activity prior to submission.

· Any expenditure under £25 that is deemed as unreasonable will be queried and payment may be refused if the explanation/justification is inadequate.

· This form is not used for any expenditure based on invoicing.  This includes speaker, accreditor, trainer, investigator and panel member fees.

The process

How to secure authorisation and complete a claim

1. Please use one relevant pre-authorisation form per substantive expense.  
2. Research the expected costs, complete and sign the relevant pre-authorisation Form, and forward an electronic copy to john.dodd@cosrt.org.uk for authorisation (PDF or Word version).  

a. Title the email “Authorisation required – action” to ensure response.
b. Allow up to 72 hours for authorisation subject to availability.

c. In the absence of CEO please forward to info@cosrt.org.uk for alternate authorisation.
3. The request will be reviewed and if agreed, an authorised copy will be returned electronically.  This will also be sent to the Operations Manager for records.
a. Please note that any expenditure that does not have adequate explanation/justification will be queried, as will costs that appear too high.
4. For expenses.  Within 14 days of the agreed expenditure being made the claimant should:

a. Complete the COSRT Expense Claim Form.
b. Attach final receipts plus a copy of the signed pre-authorisation form.
c. Send electronically to info@cosrt.org.uk for final administration.  

a. Note – if the final expense is more than 15% above the pre-authorised amount then request CEO authorisation via john.dodd@cosrt.org.uk prior to submission
d. Paper copies will not be accepted or administered.
e. Fully itemised VAT receipts must be attached – credit card receipts will not suffice.
f. If in exceptional circumstances a receipt is not available, please ensure that you provide a signed note with an explanation.
5. For invoices.  When an invoice is received the COSRT staff member responsible for the relevant budget and expense should:

a. Add the COSRT budget Department and Code from which funds will be taken to the invoice.

b. Send the Invoice plus signed pre-authorisation form to info@cosrt.org.uk for processing.

c. The covering email must include details of the payee, amount, COSRT budget department and code, and due date.

d. Invoices should have terms of 21 days Net or above.

6. The final expense claim or invoice will be cross referenced with the pre-authorisation to ensure validity, and the payment will be added to the standard payment schedule.
7. Note that payment runs operate on a fortnightly schedule so payments can and will take up to 14 days from receipt and acceptance of claim/invoice.
Dealing with unanticipated cost increases

· It is acknowledged that costs may increase between requesting authorisation and making bookings.  For example, train prices may increase.  In such circumstances:

· Determine if other options allow prices to be kept at the agreed level and use them where possible.  For example, changing to an earlier or later train.

· If the new price can’t be avoided but the increase is up to circa 15% above the authorised cost, please complete the expenditure and add an explanatory note to the final Expense Claim Form.  

· If the cost increase is above circa 15%, please complete a new Expenditure Pre-authorisation Form and repeat the procedure.

Key criteria and exclusions

Accommodation and subsistence

Where one-way travel time to an event complying with travel guidance exceeds 3 hours, or transport timetables constrain arrival/departure times, we will consider paying for accommodation for a maximum of 1 night per full day of the event.
Breakfast should be included in the overnight tariffs below whenever possible.

You will also be able to claim for dinner (when you are required to stay away from home overnight) or an evening snack (where you will not return home until at least 21.30 hours and have been away from your residence for over 5 hours) up to the limits below.

Alcohol is not an eligible expenditure.

London 

Outside London 

Accommodation
£110.00
£80.00
Dinner 


£17.50 

£15.00
Evening Snack 

£10.00

£8.00
Travel
Where appropriate, consider the use of telephone or video conferencing alternatives to attendance. 

Plan travel as far in advance as possible and choose the most cost-effective method. 
Please note that open tickets should not be used as these are usually the most expensive option.  
First class travel is not permitted. 
Peak travel and/or late bookings (within two weeks of travel) will require dispensation from CEO. 
The use of taxis will only be considered in exceptional circumstances where approved in advance and cheaper than public transport, or special circumstances dictate.
Car mileage is set at 45p per mile for cars/vans, and 25p for motorbikes.  Note that COSRT will only pay up to 100 miles in total unless there is a reason that public transport is not available for the destination. 
Venue, room hire and entertainment guidance

Always choose the most cost-effective option.  Where possible secure free equipment provision within any hire booking, and always ask for preferable charity discount.

Catering should be wherever possible buffet style to minimise costs.  Always consider external caterers and businesses if possible when using a rented room venue.  Alcohol is not an eligible expenditure.
Expenditure Policy


2020








Page 4 of 4

