Expenses Policy and Claim Process

BMCDS Committee empowers, through this policy the Production Team to recover
costs directly associated with a Production, where such cost is part of a BMCDS
Committee Approved Production Budget. Items such as but not limited to:

Props

Set

Costume

Wigs / Make up
Marketing
Advertising

2l

Where the Production Team wish to incur cost that is outside of the Approved
Production Budget, the Production Team will gain Committee Approval (in writing via
email) prior to incurring the cost, that the additional cost has been approved. That will
then enable the Production Team to recover that additional cost via this Expenses
Policy.

Approval Limits

e Up to £100 by a member of the Production Team
e Between £101 and £500 by 1 member of the Production Team and 1 committee
member

e Over £500 by full committee

Claims must be processed via this policy and appropriately approved as indicated
above before the Expenses are paid by the Treasurer.

The process flow is shown below:
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Expense / Bill incurred

!

Take photo of the receipt(s) or
have a PDF receipt

Email Address expensesi@barnslaplemusicalcomedy.co.uk
l Please can you setup a pay tin Xero for:
o | From Your Name
" [Reference Unique reference (i.e. Grease Props 01)
Email receipt(s) to BMCDS Description What are you claiming payment for
providing this data Shows The should be the show name, or where the cost is for (i.e. Grease)
Amount This is the value of the claim
r
Expenses Team
Expense team validate the
information, and create a Billin ———» - n -
XERO Account Code Expenses team will add the correct accounting code for this expense to Xero
l General Expenses team will add the comect bank acount (BMCDS, BYG elc) to Xero

NOTE: Where the expense is for the Treasurer or the Expenses Team, those individual Expeses must be approved by
Expense team "Approve” the bil another BMCDS Committee Memeber via email to the Expenses Team prior to the claim being Approved for payment
P P ’ and the Treasurer making payment.

Treasurer sets up BACS
payment.

'

Payment made and process
completed

Payment will typically be made within 3-5 working days by BACS payment, by the
Treasurer, once the Bill on Xero has been approved.
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