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1.	About this policy
[bookmark: _Ref_a664743]
1.1	This policy deals with claims for reimbursement of expenses, including travel, accommodation and hospitality.
[bookmark: _Ref_a487206][bookmark: _Ref_a953139]1.2	This policy does not form part of any employee’s contract of employment and we may amend it at any time.


[bookmark: _Ref_a369711][bookmark: _Toc256000001]2.	Personnel responsible for this policy

[bookmark: _Ref_a106723][bookmark: _Ref_a630108]2.1	All managers have a specific responsibility to operate within the boundaries of this policy, to ensure that all staff understand the procedure they are required to follow and to take action when behaviour falls below its requirements. 


[bookmark: _Ref_a617130][bookmark: _Toc256000002]3.	Reimbursement of expenses

[bookmark: _Ref_a556136]3.1	We will reimburse expenses properly incurred in accordance with this policy. Any attempt to claim expenses fraudulently or in breach of this policy may result in disciplinary action.
[bookmark: _Ref_a271731]
3.2	Expenses will only be reimbursed if they are:
a) [bookmark: _Ref_a532948]submitted to on the appropriate claim form;
b) [bookmark: _Ref_a264144]submitted within 2 months of being incurred;
c) [bookmark: _Ref_a815429]supported by relevant documents (for example, VAT receipts, tickets, and credit or debit card slips); and
d) [bookmark: _Ref_a632076]authorised in advance where required.

[bookmark: _Ref_a431405]3.3	Claims for authorised expenses submitted in accordance with this policy will be paid directly into your bank/building society account via payroll.
[bookmark: _Ref_a446951]3.4	Any questions about the reimbursement of expenses should be raised before you incur the relevant costs.

[bookmark: _Ref_a252358][bookmark: _Toc256000003]4.	Travel expenses

[bookmark: _Ref_a527482]4.1	We will reimburse the reasonable cost of necessary travel in connection with our business. The most economic means of travel should be chosen if practicable and you should use existing travelcards or season tickets wherever possible. The following are not treated as travel in connection with our business:

[bookmark: _Ref_a170953]travel between your home and usual place of work;
[bookmark: _Ref_a506119]travel which is mainly for your own purposes; and
[bookmark: _Ref_a297358]travel which, while undertaken on our behalf, is similar or equivalent to travel between your home and your usual place of work.

[bookmark: _Ref_a376172]4.2	Trains. We will reimburse the cost of standard class travel on submission of a receipt with an expenses claim form.

[bookmark: _Ref_a874149]4.3	Taxis. We do not expect you to take a taxi when there is public transport available, unless it is cost effective due to a significant saving of journey time or the number of staff travelling together. A receipt should be obtained for submission with an expenses claim form.

[bookmark: _Ref_a645796]4.4	Car. Provided you have a valid driving license and insurance to cover business travel, where it is cost effective for you to use your car for business travel, and you have been authorised to do so, you can claim a mileage allowance on proof of mileage. The current mileage rate is 45p/mile. You can also claim for any necessary parking costs which must be supported by a receipt or the display ticket.

[bookmark: _Ref_a596435][bookmark: _Ref_a478940]We will not reimburse penalty fares or fines for parking or driving offences, other than at our discretion in exceptional circumstances.


[bookmark: _Ref_a831424][bookmark: _Toc256000004]5.	Accommodation and other overnight expenses

[bookmark: _Ref_a773972]5.1	If you are required to stay away overnight in the course of your duties you should discuss accommodation arrangements with your line manager in advance. 

[bookmark: _Ref_a211907]5.2	We will reimburse your reasonable out-of-pocket expenses for overnight stays provided they are supported by receipts as follows:
a) [bookmark: _Ref_a632524]breakfast up to a maximum of £5 a day; and
b) [bookmark: _Ref_a105094][bookmark: _Ref_a218543][bookmark: _Ref_a368082]lunch and an evening meal up to £10 a day for lunch and £15 a day for an evening meal.
2
image1.png
"t Hethel
Innovation




