EXPENSES 
The system for expenses has four stages:
1. You keep a record of the number of days you have worked. As well as work parties, you should include doing recces, talking to landowners, maintenance work etc. There is a proforma on the next page if it is helpful. The main thing is to keep a tally of the number of days you have worked.
New members should record the sessions they have already worked as these will count for expenses.

2. About every three months the secretary will ask you to tell them the total number of days worked (since the last expense claim). There is no need to itemise the days, just the total.
3. At our quarterly meeting the treasurer presents the total number of days and the current state of the finances. The meeting then takes a vote on the daily amount of expenses that will be paid for that period. 
4. The treasurer puts the cash into individual envelopes which you collect and sign to say you have received it.

How much do we aim to pay?

Our target figure is £5 a session as we think this is a reasonable contribution towards the amount it actually costs people to work for CROWS:

· Travel

· Lunch

· Work wear

· Work footwear 

However, we can only pay this if we have the funds, hence the vote at the meetings.

Records
Because the amount we pay is purely to cover expenses, there should not be any implications for Income Tax or Social security payments. We don’t ask people to keep records of actual expenditure, but individuals might wish to do so.

Record of CROWS work from…………………………to ………………………………..

	DATE
	PROJECT OR LOCATION
	DAY/PART

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


