WORK FROM HOME EXPENSE CLAIM POLICY
For Company Directors of Two’s A Crowd Productions
1. Purpose
 This policy outlines the circumstances under which volunteers and company directors may claim a flat-rate work from home (WFH) expense in accordance with UK government guidance.
2. Eligibility and Rate
 Volunteers and company directors may claim a flat-rate WFH expense of £26 per month, in line with HMRC's simplified expenses allowance, provided that:
· The work from home arrangement is necessary and has been agreed in advance.

· The individual incurs additional household costs as a direct result of working from home.

3. Claim Process
· Claims must be submitted via invoice.

· Invoices may be submitted on a monthly basis, or preferably annually to minimise administrative overhead for the company.

· Each invoice must clearly state the period being claimed for.

4. Financial Viability
 Payment of WFH claims is subject to the availability of company funds. If the company does not have sufficient resources at the time a claim is submitted, payment may be deferred or declined.

5. Important Notes
· This is not an automatic entitlement.

· Claims can only be made where working from home is both necessary for the role and has been explicitly agreed with the company.

· The company reserves the right to amend or withdraw this policy at any time.
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