
F2A: NON-EXECUTIVE DIRECTORS’ EXPENSES POLICY 

1. Cognus will reimburse Non-Executive Directors for reasonable expenses wholly, 

necessarily and exclusively incurred in connection with its business. Non-Executive 

Directors should not be either financially disadvantaged or advantaged because of 

genuine business expenses.  The policy also reaffirms the company’s commitment to 

ensuring equality of participation for all Non-Executive Directors. Non-Executive 

Directors cannot be paid attendance allowances or for any loss of outside earnings. 

2. Non-Executive Directors are responsible for the payment of all expenses they incur, 

except where Cognus has direct settlement arrangements with suppliers in place. 

3. Deliberate falsification of a claim or the evidence needed to make a claim may result in 

removal from the Board.    

4. Allowances and expenses necessarily incurred for which a claim may be made 

comprise the following: 

 Non-Executive Directors with a special need 

Where the company board does not provide facilities or equipment to enable a 

Non-Executive Director for example to communicate or otherwise take part in the 

activity in question, claims will be limited to reimbursing the cost of, for example, 

provision of a signer, audiotapes, braille documentation, or travelling and 

subsistence for a person providing support, as the case may be. 

 

 Child care or baby sitting expenses. 

       Where a Non-Executive Director does not have a spouse, partner or other 

responsible adult to care for a child/ren during a period of absence, in which that 

Non-Executive Director attends meetings of the Board, its committees or in 

otherwise representing the business; claims will be limited to reimbursing the 

actual cost paid to a registered child minder or the cost of a baby sitter. 

 

 Care arrangements  for an elderly or dependent relative 

       Costs may be refunded in similar circumstances to childcare. Claims will be limited 

to reimbursing the actual amount paid to a person providing the care that the Non-

Executive Director would have provided during the period of their absence. 

 

 Telephone charges, photocopying costs and stationery 

These may be reimbursed where the Non-Executive Director is unable to use the 

facilities of the company in the performance of any duty on behalf of the Board. 



Non-Executive Directors must keep a written record or obtain a receipt, (where 

possible), relating to expenditure so incurred. Claims will be limited to reimbursing 

the actual costs involved. 

 

 Travel and subsistence 

Mileage may be claimed where the distance between the Non-Executive Directors’ 

home and the venue which Non-Executive Directors are required to attend on  

business related to the work of the Board (e.g. meetings, training courses, visits to 

other providers, etc.) exceeds 3 miles. Where necessary, the cost of parking to 

enable attendance of business will be reimbursed up to the level of the actual 

charge paid, upon production of a valid receipt. The use of public transport (where 

available) is encouraged, and fares will be reimbursed on the basis of actual 

expenditure, up to the level of standard class rail travel. In cases where no public 

transport or personal vehicle is available, the cost of a taxi fare will be reimbursed 

up to the level of the actual fare paid, upon production of a valid receipt. Mileage 

allowance will be reimbursed at the rate of 45p per mile up to 10,000 miles per 

annum.  At that point, the rate will reduce to 25p per mile. It is the Non-Executive 

Director’s responsibility to inform the company if this limit is hit in any given year. 

An allowance of 20p per mile may be claimed for use of a pedal cycle.  

 

Claiming 

5. To reduce administration, unless substantial sums are involved, Non-Executive 

Directors are asked to claim monthly in arrears. 

6. Claims should be made to the company Business Manager using the form provided. 

All relevant receipts (originals) must be attached to the claim form. 

7. Expense claims will be authorised by the Chair of the Board or the Managing Director 

prior to payment. 


