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The Irish Trade and Professional Association for Doulas CLG
Expenses Policy 
1. INTRODUCTION  
[bookmark: _GoBack]This policy sets out the basis on which expenses incurred by the Irish Trade and Professional Association for Doulas members (executive committee members and general members) will be reimbursed, and the process for claiming same. 
All expenses for executive committee members must be in line with their budget. Expenses outside of this require committee approval. 
Only those costs which are incurred, wholly & necessarily for the furtherance of the association’s activities, will  be reimbursed. 
Only those costs which are approved by the Executive Committee for payment  will be paid.  
The ITPAD does not expect members to be out of pocket in respect of work carried out for the association and  encourages all members to submit claims for reasonable expenses incurred whilst carrying out their volunteer duties.  
2. PRINCIPLES  
• Expenses are reimbursements by the association for actual costs incurred by a member in order to  carry out their duties. They are not payments for services.  
• Expenditure should be made by the most cost effective means available.  
• The expenses incurred must not be of a standard or nature which would constitute a personal benefit  to the member eg. Expensive restaurant meals, alcoholic drinks etc.  
• Evidence must be provided that the expenditure has been incurred. Please note that our accountants  require that every expense claim is supported with relevant documentation or receipts. These should  be attached to expense claims. 
3. ALLOWABLE EXPENSES  
• Tea/coffee etc. for regional meetups, social events, in person AGM or other General Meeting. 
• Equipment and supplies required for the running of events and regular groups. 
• Venue rental costs must be pre-approved by the committees. 
• Regular venue-hire costs need to be approved annually. 
• Any contractual commitments more than €100, such as regular venue hire, need Committee approval. 
4. ENTERTAINMENT AND SOCIAL OCCASIONS  
Payment for entertainment and social occasions that would constitute a personal benefit to any member is  not legitimate expenses and cannot be reimbursed by the associaiton. 
5. BUDGETING  
All expenses incurred must be within the association budget. Expenses outside of this require committee approval. 
6. PROCESS FOR CLAIMING EXPENSES  
All expense claims in respect of associaiton member duties and events should be submitted in writing with receipts.
Expense claims must be submitted on an within 3 months of them being incurred and will not be considered after this. All expenses for the current financial year MUST be claimed before the end of that  year and will not be considered in the next financial year. 

As a rule, ALL claims for expenses MUST be supported by bills or receipts from third parties. Any costs that  are reasonably necessary to allow members to carry out their duties can be classed as expenses and repaid  to them or met directly by the assocition. 
The ITPAD will only pay expenses directly into the volunteer’s bank accounts. Please provide your bank details with your expense claim and send them to our Treasurer. 
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