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HAMPSHIRE AND HOIMA HOSPITALS
TRAVEL, SUBSISTENCE AND EXPENSES POLICY

Purpose 
This document provides guidelines and principles on expenditure incurred on behalf of Hampshire and Hoima Hospitals (HHH). 
Principles 
All expenditure must be reasonable, demonstrate value for money where possible and be incurred wholly in the course of legitimate business. Supporting documentation, e.g. invoice / receipt, must be provided for expenditure. If you are uncertain whether a cost is allowable or not, it is your responsibility to seek further clarification from the board of Trustees. 
Disallowable Expenditure 
Please note that for costs deemed disallowable, HHH will seek repayment from the person. 
These include, but are not limited to: 
• Any non-business related purchase i.e. personal expenses
• Gifts are only allowable if pre-approved by the Chairperson
• Fines
• Any travel costs not related to business activity
•  will not reimburse alcohol costs. In some circumstances e.g. staff conference / fundraising events, a limited provision of alcohol may be allowable after approval by the Chairperson
• Cards / presents for team members
• Condolence gifts must be pre-authorised with treasurer in the first instance
• Organisation social functions e.g. Christmas party. 
Allowable Expenditure 
The following are typically allowable expenses: 
• Business telephone costs
• Fundraising events / entertainment costs; 
• Training. 
Other costs incurred wholly and exclusively for business use, may also be allowable. Please check with the Treasurer if uncertain. 
Travel 
Where funds allow, HHH will pay for the flights and in-country costs of volunteers going out on trips. HHH ask that volunteers or friends / family make a donation to the charity to help us in our work and to enable volunteers to go to Hoima.  When funds are lower than anticipated, volunteers will need to self-fund trips. 
Volunteers are expected to pay for any travel vaccinations, anti malaria medications, visas and travel to and from the UK airport.

All international travel must be booked with mindfulness to cost, balanced with time efficiency. It is expected that robust online searches be performed prior to the booking of any international travel, to ensure that all the options are explored appropriately, to minimise cost to the charity. 
When travelling within Uganda on HHH business, travel costs will be covered. Fuel and vehicle maintenance costs will be covered by the charity and the charity will hire a minibus and driver to transport volunteers.
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