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Devon County Scout Council Subsistence Expenses Policy 

 
It is accepted as a principle that cost should not be a deterrent to the effective execution of a volunteer 
appointment and that nobody should be excluded from participating in a role due to financial constraint. 
 
Substantial claims will be reimbursed subject to maximum entitlements outlined below.  All requests must be 
signed by the volunteer and by the budget holder. 
 
It is the responsibility of the volunteer to ensure that they use the most cost-effective method of delivering 
their responsibilities. 
 
 
Meals 
 
Reimbursement will be made for reasonable out of pocket costs for breakfast, lunch or dinner in hotels and 
restaurants. Receipts are required. 
The following indicate the maximum allowance per person for each meal excluding alcoholic drinks (these are 
at your own expense) Non-alcoholic drinks may be purchased where appropriate.  

 
➢ Breakfast  £10 
➢ Lunch  £15 
➢ Dinner  £25 

 
Where travel or working on behalf of the County covers mealtimes, subsistence will be reimbursed where this 
is not provided, e.g. on an overnight stay it is appropriate to claim for breakfast, however, when setting out at 
10am for a meeting it is not.  If the meeting runs over lunchtime, then it would be appropriate to claim for that 
meal. 
 
Overnight Accommodation  
 
Accommodation in (up to) 3 * hotels is appropriate.  Receipts are required. 
 
Items from the mini bar will not be reimbursed. 
 
Hospitality (Meals) 
 
All reasonable costs will be reimbursed in full.  The subsistence allowance, as listed above, should determine 
the level.  Names of those entertained and their organisations must be stated in all cases.  Receipts are 
required for all expenditure. Should this be agreed beforehand? 
 
WHERE YOU CANNOT CLAIM 
 
There are very few circumstances where Devon County will not accept a valid claim for expenses when 
carrying out work on its behalf.  However, it is not possible to claim for attendance at an event as a participant 
where a County is merely incidental e.g. attendance at a reunion, national recognition events.  
 
Claims not made within three months of expenditure will only be settled in exceptional circumstances.   
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HOW TO CLAIM EXPENSES 
 
1. Submit each item of expenditure on FreeAgent 
2. Ensure that each item is appended to the correct category and “Project” (budget) 
3. Upload receipts 
4. County Admin to email Budget Holder for authorisation 
 
 
  
 
 
 

 
 


