
 

 

British Baseball Federation 
Expenses & Payment Policy 

An expenses policy is a written statement from the BBF that expresses which types of 
expenses it covers and are reimbursable. It includes authorisation process and 
payment procedures. 

An expenses policy is not a static document, it can change as the circumstances within 
the BBF changes. While in the past the BBF had small income & expenses, an increase 
or decrease in budgeted income and expenses may require modifications to the 
process and/or the authorisation matrix. 

Any active member of the BBF may need to pay for some goods or services while 
performing duties on behalf of the BBF. The BBF should either fully pay for or reimburse 
any expenses an individual incurs on behalf of the BBF. Some expenses may be exempt 
from reimbursement. What can and cannot be reclaimed must be agreed prior to 
the individual incurring the cost to avoid disagreements. 

Examples of qualifying and non-qualifying expenses are below; 

Qualifying Expenses 

● Travel, meals, and accommodation on behalf of the BBF to international 
tournaments (for GB coaches these should be included in a budget to be 
approved by the NTPO prior to any expenses being incurred) 

● Travel to/from events 
● Costs for training (i.e. rental of fields) 
● Necessary equipment and uniform costs for teams 
● Baseballs 
● Certification or membership fees for teams 

Non-Qualifying Expenses 

● Expenses for family members 
● Personal baseball equipment or clothing 
● Travel to/from training (except where agreed as part of a budget) 
● Personal membership fees 

Some basic rules necessary to control expenses; 

● Claims for expenses should be submitted within 30 days 
● Expense claims must be accompanied by receipts, preferably VAT receipts. 
● BBF has a template for expenses that can be requested from the Treasurer. 
● Expenses should be approved by the appropriate BBF Officer and then 

submitted to the Treasurer for payment. 
 



 

 

 

National Teams expenses 

Because our youth and WNT teams are primarily funded through player contributions 
and only receive a nominal development budget from the annually agreed BBF budget, 
careful control of national team expenses is crucial to ensure value for money for the 
players in the programme. The money received from the main budget is mostly 
earmarked for development and should be spent on equipment or on initiatives that 
benefit whole teams or larger groups of players, such as winter training or assessment 
days. 

Being a GB coach requires a huge commitment of time and effort and shouldn’t be 
precluded by who can afford to take time out from work or travel to and from events. 
Reimbursing coach expenses should be a priority for the BBF. To help manage, predict, 
and control expenses, estimations for expenses should be included in a budget 
approved by the NTPO – especially for tournaments, but also for winter training, 
assessment days, and open try-outs. 

 

Payment rates 
 
For the avoidance of doubt and to manage expectations, all expenses should obtain 
preliminary approval prior to being incurred. The cost of goods and services may 
change or vary, so it isn’t always possible to predict the exact cost. Where an exact 
amount isn’t known, an estimation should still be made. 

Below are standard rates and guidance for different types of expenses. There are 
circumstances where different rates can be agreed, but the below rates should form 
the basis for reimbursement, and any variation should be agreed in writing prior to costs 
being incurred. 

Travel: We encourage the use of public transport where possible to promote greener 
practices and sustainability. For longer journeys public transport also often works out 
cheaper. Where travel in own vehicle is necessary, it will be reimbursed at the rate of 
£0.15/mile. 

Meals: For full day or multiday events, meals can be reimbursed up to £30/day. 

Accommodation: For multiday events, where staying in overnight accommodation 
would save in travel costs or time, accommodation will be reimbursed up to £100/night. 

  



 

 

Payment Process 
 
All payments for goods and services must be approved for payment by individuals 
authorised to do so. To have proper separation of duties, a request for payment cannot 
be created and approved by the same individual. The authorisation matrix below sets 
out who can authorise expenses for what goods or services and ensures there is a 
separation between the individual who incurred the costs and the appropriate officer 
who approves it. 

When approved, the invoice/expense should be sent to the Treasurer for payment by 
the person who has approved it with a confirmation of approval. If a request is sent 
directly to the Treasurer, the appropriate approver should be copied in so they can reply 
with their approval. All payments from the bank require dual signature. 

Type of expense Approved by To be paid by Authorised by 

GB team manager 
expenses and GB event 
and tournament budgets 

NTPO Treasurer Secretary or 
President 

GB assistant coach / ops 
manager expenses 

GB team manager 
or NTPO 

Treasurer Secretary or 
President 

Coaching events Coaches 
Commissioner 

Treasurer Secretary or 
President 

Development projects and 
proposals 

Development 
Official 

Treasurer Secretary or 
President 

Umpire evaluations, 
assessments, and umpire 
training events 

Officials 
Commissioner 

Treasurer Secretary or 
President 

NBC costs, senior leagues 
special events 

Senior Leagues 
Commissioner 

Treasurer Secretary or 
President 

YNBC costs, youth league 
events (e.g. MnM) 

Youth Leagues 
Commissioner 

Treasurer Secretary or 
President 

Board expenses President / agreed 
at board meetings 

Treasurer Secretary or 
President 



 

 

Special events or projects 
such as Summer Cup 

Project manager* Treasurer* Secretary or 
President* 

*If the Treasurer is the project manager, any payments should be created and 
authorised by the other two signatories. 

Due to the potential changes to the BBF’s operational budgets, this policy should be 
reviewed on an annual basis to ensure the policy and the agreed rates match the 
current state of the BBF. 

 
POLICY DATED: January 2025 
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