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ASSOCIATION FORTHE
STUDY OF OBESITY

Expense Policy

1. Purpose

To provide clear, equitable, and transparent guidelines for reimbursing expenses incurred by individuals
undertaking approved activities on behalf of the Association for the Study of Obesity (ASO). This version
provides a structured format to help clarify scope, eligibility, and levels of support based on best practice.

2. Policy Statement

ASO greatly appreciates and values the time given by our members and volunteers to help support our work and
we are committed to ensuring that no member is out of pocket because of expenses incurred whilst carrying out
their role within the ASO.

ASO needs to ensure that any expenditure is relevant to our charitable objectives and can be fully justified,
therefore all expenses should be reasonable and kept to a minimum.

3. Eligibility and Scope
This policy applies to:
Trustees

e  ASO Volunteers

e  Operational committee members

e  PPIE representatives
For the purpose of this policy the term “Volunteer” has been used in its broadest sense: A volunteer with the
ASO is someone who, without expectation of financial reward beyond reimbursement of expenses, performs a
task at the request of and on behalf of the ASO. Therefore, this includes invited speakers and award winners.

3. Summary of Covered Expenses

Category What is Covered Conditions / Notes
Travel (public transport) Economy-class rail or coach Book 4+ weeks in advance where feasible
Travel (airfare) Economy class if rail >4 hours or Must be approved in advance
rail travel not possible
Mileage (private car) HMRC mileage rate. These rates Receipts or log will be requested

are reviewed regularly by HMRC,
and any changes are at the
discretion of ASO. Mileage rates
are noted on the ASO website on
the link below, and we will ensure
that this is kept up to date.

Taxis Reimbursed in special cases Late night, safety, accessibility, no public
transport
Accommodation Affordable lodging including Block booking should be used; extras
breakfast. excluded. Liaise with ASO if there is an

accessibility or inclusion reason as to why
the selected accommodation is not suitable.




ASO will block book
accommodation for
events/meetings.

Liaise with ASO office is
accommodation is required
outside of ASO events.

If booking accommodation, it will not be
reimbursed unless agreed with the ASO in
advance.

Meals and refreshments

e Breakfast £8
e lLunch £10
e Dinner £25

e Only if meals or refreshments are not
provided at ASO event and are part of a
bona fide meal purchased.

e Breakfast if required to leave home
before 6am

e Dinner if away from home overnight, or
will arrive home after 8pm

e Alcohol not reimbursed

e Itemised receipts required

Car parking

Use free parking where available.

Payment must only be paid to cover the
duration of the time when volunteering and
wherever possible, volunteers must use the
cheapest car park available

PPIE payment

Time paid at NIHR rates

Agreed with ASO in advance; may affect
tax/benefits

Childcare / Carer

Reasonable additional childcare
(e.g., due to earlier start/later
finish than usual care
arrangements).

Original itemised invoices
required, showing provider
details, dates, and hourly/daily
rates.

e Only additional cost
beyond normal care
arrangements.

e (Carers must not be
household members;
only formal providers
qualify.

e Costs outside ASO
organised events are
considered case-by-case
and referred to the
Treasurer

Pre-approved, with itemised invoices being
required

Event Representation at
external events

Annual invitations and
representations will be
represented by the most
appropriate ASO office holder

Any ad-hoc invitations that have not been
budgeted for in advance should be brought
to the Trustees for approval before
invitations are accepted.

Leadership Training

Training

Must be pre-approved by Board

4. Claiming Process

e All claims must be submitted via the ASO website at Expenses claim form - The Association for the Study

of Obesity

e Claims may be submitted as soon as travel is booked

e Submit within 30 days of the event



https://aso.org.uk/expenses-claim-form/
https://aso.org.uk/expenses-claim-form/

e Split claims allowed (e.g., booking + post-event)
e All claims require receipts
e Claims reviewed by ASO Office; escalations to Chair, Treasurer or secretary

5. Governance and Approvals
e (Claimants must not approve their own expense claims
e Claimants must not profit from their roles. Only genuine out-of-pocket expense reimbursement is
allowed, not payments that constitute personal gain

6. Advance Approval Requirement
All travel or participation must be approved in advance unless it is part of an ASO-minuted and scheduled
meeting. No retrospective reimbursements unless in exceptional cases and approved post-factum.

Date of Trustee Approval: July 2025
Date of Next Review: July 2028

Appendix 1
ASO Expense Reimbursement — Claimant Checklist

This checklist is designed to help you prepare and submit your ASO expense claim accurately and on time. It
applies to Trustees, Volunteers, Operational committee members, and PPIE Representatives.

Before You Travel or Attend
e Ensure your activity is ASO-approved and within scope.
e [f attending an external event or ad hoc meeting, get written approval in advance (email from President,
Chair, or relevant lead).
e Book travel early (aim for 4+ weeks ahead if possible).
e Choose economy class travel or lowest-cost route.
e If you stay overnight, use ASO block-booked accommodation or get prior approval for alternatives.

What You Can Claim
e Public transport (economy class)
e Mileage at HMRC rate (if driving)
e Taxis (only if pre-approved or essential for access/safety)
e Meals and refreshments (only if not already provided):
I. Breakfast: £8 if leaving home before 6am

Il.  Lunch: £10

lll. Dinner: £25 if away from home overnight, or arriving home after 8pm
e Accommodation (breakfast included) only if not part of block booking and it has been pre-approved by

ASO

e Childcare or carer support if pre-approved
e PPIE contribution time (at NIHR rates, if/when agreed beforehand)

Submitting Your Claim

Complete the official ASO claim form (available via the ASO OMT or ASO email).
e Submit itemised receipts for all claims.
e Split claims are allowed (e.g. one at booking and one post-event).



e Claims may be submitted as soon as travel is booked
e  Submit within 30 days of the event.

Claim Review & Reimbursement
e C(Claims are reviewed by the ASO Office.
e Discrepancies are referred to the Chair, Treasurer or Secretary.
e Approved claims are reimbursed within 3 weeks.

Questions? Contact your ASO liaison or asooffice@aso.org.uk



mailto:asooffice@aso.org.uk

