
Expenses Policy for RMBF Volunteers 

It is RMBF policy to reimburse reasonable expenses as detailed below, when undertaking duties on behalf 
of the RMBF, attending training or other RMBF events. Please try to use the most carbon efficient way of 
travelling given the circumstances of your journey. 

Travel 
By Public Transport 
TRAIN – you are asked to book in advance to obtain cheaper fares.  Rail travel is reimbursed against 
advanced standard class only.    Volunteers who opt to travel first class are free to do so, but should only 
claim the advanced standard class fare for that journey, when booked at the cheapest Trainline rate.    
Please include a copy of the relevant Trainline advanced standard class fare at the time of booking, with 
your claim.    If your journey involves changing trains please book separate tickets for each section, where 
this is a cheaper alternative. 

Where appropriate please make use of a railcard. 

PLANE - Economy class air travel is reimbursable where the total door to door cost is cheaper than rail 
travel or there are overriding considerations, such as distance and length of journey.  

By Car 

Mileage is 45p per mile but please note the following restriction.  When attending RMBF-
organised events the total claim for any journey by car (including the mileage rate, parking etc) 
should not exceed the relevant advanced standard class travel.  The expense claim should include 
a print-out of the rail fare and the total mileage to show that the lesser amount is being claimed.   

Overnight Accommodation 
If an overnight stay in London is necessary and you require hotel accommodation please contact me for 
information. The RMBF has an arrangement with Jurys Inn Chelsea at Imperial Wharf. 

Subsistence 
Amounts below can be claimed under the following circumstances: 

Breakfast - if the claimant must commence travel on RMBF business before 7.30am- £10 
Lunch – if not provided by the RMBF- £10 
Dinner - if the claimant is away from home on RMBF business after 8pm - £20 N.B. Alcohol is not 
reimbursed as part of a subsistence claim. 

Special Circumstances 
If you have any disability, access or dietary requirements which might be relevant please contact the 
Volunteer Programme Manager for more information.     

Submitting an Expenses Claim 
Claims should be submitted together with receipts or other proof of payment for items over £10 and any 
other appropriate supporting documentation.  Please also submit receipts for items under £10 if available.  
Claims should be submitted within two months and the forms signed and dated.  Area Visiting expenses 
should be submitted to Liz Gagiano, Casework Manager. 

Kate Sheppard  - Volunteer Programme Manager ksheppard@rmbf.org 
1st April  2014 



My details

Please return this form to:

The Royal Medical Benevolent Fund

Expenses claim form

Title

Home Address

Telephone Number

First Name Surname

Post Code

Email

Expenses details

Date Purpose/ details of expense Amount claimed

£

£

£

£

£Total
Mileage rates
Cars and vans, first 10,000 miles:  45p per mile

Motor cycles:     24p per mile 
Bicycles:     20p per mile

Declaration

24 King’s Road, Wimbledon, London SW19 8QN. A charity registered with the Charity Commission of England and Wales No. 207275.  A company limited by guarantee.  Registered in England No. 139113

Signature Date 

Please provide receipts for all expenses over £10. If you have receipts for expenditure less than £10, please also provide them.

Please complete in BLOCK CAPITALS 

24 King’s Road
Wimbledon
London SW19 8QN

T 020 8545 9194

Payment details

Payment will be made directly to your bank account. Please allow up to 4 weeks for payment as we do 

Bank Name Account Name

Account Number Sort Code

Volunteer role:  Area Visitor       MLO      Trustee       Guild   Other
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