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Harpenden Colts Expense Claim Policy

This Policy relates to expenses claimed by volunteers and contractors in relation to Harpenden
Colts Football Club (“Harpenden Colts” or “the Club”). This document has been adopted by the
Club’s Executive Committee (“Club Exec”). The Club Exec will be the final arbiter of any
disputes relating to this document.

This Policy has been adopted to clearly set out permitted levels of expense claims and
deadlines for claiming such expenses each football season. For the purposes of this policy, a
new football season begins on 1%t September each year and runs until 31t May.

1. Permitted Expenses
All volunteers/contractors of Harpenden Colts may claim the following reasonable expenses:
o Referee fees

o Permitted referee expenses:

o Boys U11-U18 squads may claim for any referee fees incurred during the playing
season (see dates above)

o Boys U7-U10 squads must exhaust all volunteer (coach/parent) options before
paying for an official, and costs should be shared with the opposition where
possible

o Girls U7-U10s should also prioritise use of coaches/parents to referee, but the
Club recognises that there is less availability of volunteers to referee in these age
groups

o Girls U11-U18 squads may claim for any referee fees incurred during the playing
season (see dates above)

o Claims cannot be made for pre-season friendlies outside of the playing season —
coaches or parents should be used to ref these games, or costs shared with the
opposition and funded by the squad

o Where a qualified referee is required at an U10 or below match due to previous
behavioural issues, prior approval should be sought from the Club Welfare
Officer

o Claims for multiple matches/referee fees can be submitted on a single Expense Claim
Form

o The match date, opponent and name of the referee must be stated on the Expense
Claim Form

o Receipts can be attached, but do not have to be obtained, albeit the Club reserves the
right to ask for further proof expenses were incurred where appropriate
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e Agreed training costs

o The Club will reimburse the cost of the following FA training courses:
Safeguarding Children (SG)
Introduction to First Aid in Football (IFAIF)
Introduction to Coaching Football (I2CF)

o Any other FA qualification/course will not be funded by the Club without written
agreement, pre-agreed with the Club prior to course booking

o Course booking/payment confirmation emails must be provided, along with an Expense
Claim Form, in order to be reimbursed

o Expense Claim Forms must state the course name (e.g. Intro to First Aid / Safeguarding
Children / 12CF), course start or booking date and cost

o Coaches are expected to be responsible for tracking the expiry dates of their own FA
DBS check and FA qualifications, and make every effort to renew their Safeguarding
Children qualification free of charge prior to its’ expiry, in order to avoid a £30 renewal
cost to the Club

e Tournament fees

o The Club will cover the cost of tournaments up to a value of £70 per squad per season
(2025/26 season) — to be reviewed annually after Christmas and the maximum amount
communicated to Year Groups

o Booking/payment receipts must be provided, in addition to the Expense Claim Form

e EJA Catering

o Post-match catering costs for EJA matches may be claimed up to a value of £100 per
match, which is budgeted for within EJA teams’ additional subscription fees

o Receipts for purchases/catering orders must be provided, in addition to the Expense
Claim Form

e Other agreed expenses

o For ‘Other agreed expenses’, approval must have been obtained in advance, before
committing the Club to the expense. Approval may be obtained from the Club Chair,
Secretary, Treasurer or Commercial & Operations Manager, depending on the nature of
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the expense

o The approval limits that these individuals have for each item is £200. For any items
above this amount the approval of 2 of the above Officers of the Club is required

o Equipment for squads, including balls, pump, cones, bibs, first aid kit and ice packs, is
provided via the equipment ordering process coordinated by Year Group Leads/Admins
with the Commercial & Operations Manager prior to the start of the season

o No additional equipment should need to be purchased by individual squads/coaches. In
the event that an item needs replenishing, the Squad Lead should contact their Year
Group Lead in the first instance, and/or the Commercial & Operations Manager
(commandops@harpendencolts.com), to ascertain whether there are spares available of
the requested item

o If not, it is the responsibility of the Commercial & Operations Manager to order any
additional items required via Club supplier channels — not the individual squad/coach to
purchase through other channels

o Claims for additional equipment items ordered without the above authorisation will not be
reimbursed.

Submitting a Claim
Expense claims are processed by the Finance Manager

Expense claims can only be processed if an Expense Claim Form is submitted, along with
any necessary receipts/proof of purchase as specified above and on the Form

The latest version Expense Claim Form can be downloaded from the Club website:
https://harpendencolts.com/coaches/ - see ‘Coach Resources’

Expense Claim Forms must be submitted to the Finance Manager at
finance@harpendencolts.com

The Finance Manager aims to process expense claims within 2 weeks of submission

The Finance Manager will inform the volunteer/contractor once their claim has been
processed and the payment has been set up in the Club’s bank account for the Treasurer’s
authorisation

Claims will only be paid if they adhere to the deadline criteria specified below
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3. Expense Claim Deadlines

e The Club’s financial year-end is 30th April. All outstanding expense claims for costs already
incurred during a season need to be submitted to the Finance Manager for approval by 15th
April in order to be processed before the year-end

e The Finance Manager will notify volunteers/contractors of the 15" April expense claim
deadline in March, to give ample time for outstanding claims to be submitted

e Some teams will still be playing matches into early May, and will need to make referee fee
claims after the 15" April. If volunteers are aware that their squad will have a home fixture/s
that they will need to claim for (taking place after 15 April), they must notify the Finance
Manager by email before 15" April, with details of how much they expect to claim and when
they expect to submit the claim — claims received after the financial year-end will need to be
recorded as Accruals in the Club’s accounts

e Any costs incurred after 15" April and before 15t September that have not been previously
notified to the Finance Manager for inclusion in our Accruals will be paid at the Club’s
discretion, noting that some costs may be unforeseen before the notification deadline

e Any other outstanding claims for the current season (for permitted expenses incurred from 15
September onwards that season) will only be processed if submitted before the following 15™
April deadline (other than permitted expenses such as referee fees incurred after the 15"
April but before the end of the playing season, notified as outlined above)

e Expenses submitted on/after 15t September (i.e. the start of the following season), that relate
to costs incurred the preceding season or earlier, will only be paid at the discretion of the
Club

e For any unpaid claim, the claimant may raise concerns with the Treasurer in the first
instance, and then with the Club Chair and/or Club Secretary. Their decision will be final.

Draft policy written in July 2026 and subsequently reviewed by Colts’ Executive Committee,
prior to publication in September 2026.



