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1. 
	Purpose & Introduction
1.1. This policy sets out the rules and procedures for payment of expenses incurred by Commissioner staff, secondees, agency staff, members of Audit and Risk Assurance Committee, older people and other stakeholders.  These expenses are associated with claiming travel and subsistence expenditure, whilst on Commissioner business.  It also covers purchases made whilst using the Commissioner’s purchasing cards ie Barclaycard.
1.2. Expenses are paid to members of staff and stakeholders via the Purchase Ledger system and will ordinarily be paid within 1 month of submission of authorised claim form.  For tax purposes, members of the Commissioner’s Audit and Risk Assurance Committee will be reimbursed for claims via the payroll system.  
1.3. Unless there are exceptional circumstances the Commissioner will not reimburse the expenses of professional stakeholders.  The reimbursement of these expenses must be authorised by the Head of Finance prior to agreement of reimbursement. 
1.4. The core principle of this policy is that expenses should be reasonably incurred for appropriate business purposes on a nil-gain, nil-loss basis.  These rules indicate what is generally reasonable.  Where justified they can be departed from, in which case the responsibility for providing that justification rests with the person making the claim and prior approval must be sought from the Head of Finance or if she is unavailable the Chief Operating Officer.
1.5. Claimants must exercise sensible judgement in determining the ‘greenest’, the most cost-effective and the most efficient means of carrying out the Commissioner’s business.  This includes considering public transport and car sharing when travelling on official business.  All unnecessary travel must be avoided. 
1.6. To avoid unnecessary travel staff are encouraged to use e-platforms for professional stakeholder meetings. 
1.7. [bookmark: _Hlk88726679]The Commissioner’s office in Cambrian Buildings will contractually remain the designated place of work for all staff. For the purpose of this policy only, ‘home’ will also be classed as a permanent workplace. This is to enable staff to claim mileage from their home to a meeting without deducting their ordinary commute.  
1.8. The Commissioner reserves the right to refuse to meet in whole or in part any unreasonable expenses, as determined by the Head of Finance, or those expenses which could have been avoided had a journey been better planned.
1.9. These arrangements will be monitored and reviewed to ensure they meet the evolving needs of the Commissioner, continue to offer appropriate rates to ensure costs incurred by staff are properly reimbursed and remain within HM Revenue & Customs rules for the reimbursement of expenses.
1.10. This policy will be explained to new starters, by the Head of Finance, as part of their induction. 
1.11. The body of this document refers to employees, however the principles will apply to all claimants. 
2 Roles & Responsibilities
2.1 Employees
2.1.1 Must submit a claim within two months of travel or expenditure, if claims are submitted after two months the Commissioner reserves the right not to reimburse them.  If claims are older than two months, they must be authorised for payment by the Chief Operating Officer. 
2.1.2 Are responsible for the correctness and completeness of the claim they submit.
2.1.3 Are responsible for ensuring their travel arrangements are appropriate to business needs.
2.1.4 Should ensure they use the correct rates when making a claim and each claim is supported by receipts. 
2.1.5 It may not always be possible to obtain a receipt.  The absence of a receipt does not stop an employee claiming the expense, rather an explanation should be noted on the expense form and the line manager must be informed as part of the authorising process; this will help address possible doubts as to the authenticity of the claim.  The claim may need to be adjusted for tax and national insurance purposes
2.1.6 Employees claiming mileage allowance must provide a copy of their driving licence, car insurance certificate (detailing that cover includes driving for business purposes) and MOT to the Chief Operating Officer.  Every year on renewal of their car insurance and MOT, the certificate must be submitted to the Chief Operating Officer so that a copy can be retained on file.
2.1.7 Where possible, tickets for travel should be purchased in far as advance as possible in order to take advantage of cheaper fares.
2.1.8 Employees must ensure they are aware of, and comply with, the T&S rules and procedures. Employees found to be in breach of this policy may face disciplinary action, which could result in dismissal.
2.2 Audit and Risk Assurance Committee
2.2.1 Whilst the Audit and Risk Assurance Committee are not Commissioner staff they are remunerated monthly via payroll.  
2.2.2 Members must claim for travel expenses using the staff claim form and will be reimbursed via payroll.   The claims will ordinarily be related to travel between home and office.  Any other claims would need to be agreed in advance with the Chief Operating Officer, or in her absence the Head of Finance. 
2.2.3 The Audit and Risk Assurance Committee’s place of work is contractually Cambrian Buildings.  Therefore, any travel claimed by Committee members between home and office is taxable at source, including travel that occurs within a reasonable distance to the place of work . These payments are grossed up via payroll and the Commissioner pays PAYE and National Insurance contributions to HMRC on members’ behalf.  Committee members are reimbursed for the full value of their claim.
2.2.4 Other non-travel claims made by ARAC members must be in line with this policy and as long as the claims are not in lieu of remuneration, PAYE and National Insurance contributions would not fall due.  Payments will still be made via Payroll. 
2.2.5 The Chief Operating Officer would ordinarily authorise ARAC travel expense claims. 
2.3      Line Manager
2.3.1 The Line Manager of the member of staff will check the claim to ensure that the expenses claim, travel arrangements etc are appropriate to the business needs, have been planned appropriately, and are in line with this policy before authorising the claim and passing it to the Head of Finance for payment.   
2.4  Payment of travel and subsistence to external  stakeholders. 
2.4.1 Unless there are exceptional circumstances, the Commissioner will not reimburse stakeholders for their attendance at meetings, roundtable discussions, or conferences. 
2.4.2 The Commissioner's default position is that professional stakeholders are not reimbursed for travel and subsistence expenses for presenting at or attending Commissioner meetings, roundtable discussions, or conferences.  This includes employees of government, universities, charities, businesses, and self-employed consultants.  Professional stakeholders will only be reimbursed in exceptional circumstances, as it is assumed that their employer will pay for their attendance.  In exceptional circumstances, if professional stakeholders are to be reimbursed, the claim must be pre-approved and the justification for reimbursement will be evaluated by the Head of Finance against established criteria.  
2.4.3 Where justified, and pre-approved by the Head of Finance, the Commissioner may reimburse non-professionals for their travel and subsistence expenses for attendance at a meeting, roundtable discussion, or conference.  For example, the Commissioner may invite members of an older people’s group to attend a launch event or invite key representatives from unfunded older people’s groups to attend a meeting or event.
2.4.4 If the Head of Finance has agreed that accommodation or train travel for stakeholders can be paid for, then it must be booked and paid for internally.
2.4.5 If the claim is made by an external stakeholder or older person, then the Project Manager or Chief Operating Officer may check and authorise the claim.
2.5 Gift vouchers
2.5.1 If a non-professional is invited to share their lived experiences at a meeting or event, they may be provided with a gift voucher. The value of the gift voucher will be determined by the Head of Finance, in discussion with the Project Lead, taking consideration of the level of engagement.   
2.6 Finance 
2.6.1 The Head of Finance will:
· provide prompt and authoritative advice to members of staff on the T&S policy and procedures;
· check that there is appropriate car documentation in place for those claiming mileage allowance; 
· contact the member of staff or line manager if there are any inconsistencies or anomalies, to discuss the issue and determine the correct rates to be claimed; and
· Check, authorise and process all claims within 30 days of submission and make the appropriate payment.
3          How to Make a Claim - Completion of Form
3.1.1 Before claiming any expenses, you should ensure you have read and understood the T&S policy.
3.1.2 You will then need to complete a ‘Claim Form.’ Claims should be submitted monthly and be submitted within two months of the date of travel.  If submitted claims are older than two months, they must be approved by the Chief Operating Officer.
3.1.3 You should ensure you complete each field:
· Name
· Date of Claim
· A separate row to be used for each day business expenses have been incurred with the appropriate narrative with start and end date of the journey.
· If claiming motor mileage allowance, the start location/postcode and destination/postcode must be included (these must be accurate and correct as they determine the mileage allowance).  
· A brief explanation of the claim, detailing where appropriate: 
· Reason for the claim
· Method of transport taken 
· Any relevant additional information about the journey
· Address of accommodation used
· If group transport was available why it was not utilised 
· Justification for any departure from policy or additional expense
3.1.4 If using a private motor vehicle, number of miles driven for the whole journey should be included.  This will be checked using AA Route Planner.
3.1.5 If a motor mileage allowance is being claimed and additional passengers were carried, adjust the rate field accordingly at 5p per mile per passenger, ensure that the form contains the initials of each passenger. 
3.1.6 If claiming mileage allowance, the Elapsed Business Mileage box that is provided on the claim form should be updated to show the total number of miles travelled during the financial year (you will therefore need to keep a record of this) and sign to confirm you have the required level of insurance.  
3.1.7 The total miles travelled will start at zero from the 1st April each year.  In line with HMRC guidance, miles travelled in excess of 10,000 will be reimbursed at the additional mileage rate of 25p per mile. 
3.1.8 Any other travel expense/other expenses being claimed, e.g. taxi fares, train fares, parking vouchers should be claimed under the appropriate heading on the claim form.  These should be listed separately with appropriate receipts for each item of expenditure.
3.1.9 If subsistence rates or an overnight stay is being claimed, then the start and end time of journey must be provided. 
3.1.10 A separate receipt  should be provided  for each type of expenditure being claimed.
3.1.11 Receipts must be provided for hotel or overnight accommodation expenses. 
3.1.12 The form will calculate the total travel and subsistence owed.
3.1.13 Where known, complete the budget to be charged column.
3.1.14 The employee should sign the form (email authorisation is acceptable), ensure all receipts are included and submit the information to their line manager to approve the claim. The claim will then be passed to the Head of Finance.  This can be done electronically. 
3.1.15 Where the line manager is absent, the Chief Operating Officer will normally approve the form.
3.1.16 The Head of Finance will check and sign the form to confirm the accuracy of the claim.  If it is thought that the claim is incorrect, they will discuss their concerns with the line manager and the claimant before agreeing what will be reimbursed.
3.1.17 If in any doubt about how to complete the form, please contact the Head of Finance. 
3.1.18 [bookmark: _Hlk88667324]All claims, except for mileage, should be supported by receipts.  If for any reason you are unable to supply a receipt, you must state the reasons on the claim form.  The Head of Finance will decide whether the claim can be authorised, and the claim may need to be adjusted for tax and national insurance purposes.
3.2            Advance of expenses 
3.2.1 Where an employee is expecting to be away from the office for a longer period, an advance of expenses can be claimed prior to the journey date.  This should be claimed using the expenses form but clearly annotated to note this is a request for an advance payment (value no greater than 75% of the estimated total claim).  
3.2.2 The request should be signed by the line manager and passed to the Head of Finance for processing. 
3.2.3  Any subsequent claim should include all receipts supporting the claim and record the advance netted off against the total amount claimed.  
3.2.4 Any outstanding advances will be recovered as soon as possible after the travel is completed.  If the final claim is less than the advance, the balance will be repaid to the Commissioner within a week of the event or will be subtracted from the employee’s salary.  
WARNING – FALSE DECLARATION
	It is a serious offence to make or conspire in making any false claim relating to travel and/or subsistence.
If you accept a payment knowing that you have no entitlement, this can also amount to fraud and could lead to disciplinary action or criminal prosecution, either of which could lead to dismissal.



4 Travel
4.1            General Travel
4.1.1 [bookmark: _Hlk93305292]For the purposes of this policy, staff have two permanent places of work, Cambrian Buildings and their home.  Reimbursement of travel costs between two permanent places of work is not payable. 
4.1.2 Where staff need to make a visit to attend a meeting with a stakeholder, reimbursement of travel costs will be allowed as this is deemed to be a temporary workplace 
4.1.3 To comply with HMRC guidelines, expenses will ordinarily not be reimbursed where they occur within a reasonable distance of Cambrian Buildings.  A reasonable distance has been defined as the area between Cardiff Bay, River Taff, Greyfriars Road and the Cardiff Link Road ie Cardiff Bay & Cardiff City Centre.  However, expenses will be paid if a risk to health or personal safety has been identified.  In this instance and if practical, prior authorisation should be gained from the Head of Finance or the Chief Operating Officer.
4.1.4 If the journey begins at one permanent place of work (ie home) then stops substantively (for more than thirty minutes) at another permanent place of work (Cambrian Buildings) and then continues onto a temporary workplace, the employee must deduct the ordinary commute from the milage claim, i.e only Cambrian Buildings to meeting (and back home) is claimable. 
4.1.5 If an employee chooses to work at an alternative temporary workplace (eg parent’s home) any travel claims cannot be greater than if the commute had commenced and ended at home.
4.1.6 Employees must exercise sensible judgement in determining the ‘greenest’ and most economic and efficient means of carrying out the business journey.  More expensive means of travel will be authorised only when justified by organisational benefit (e.g. saving of official time or reduced subsistence rates etc.) or to meet the needs of members of staff with specific needs.  
4.1.7 Before undertaking any travel by motor vehicle or pedal cycle employees must ensure that they are fit to drive.  Health and Safety regulations state that staff should not drive a motor vehicle and carry out official work duties for more than 10 hours a day. 
4.1.8 After 5 hours 30 minutes of driving, staff must take a break of at least 30 minutes for rest and refreshment.  Or, within any period of 8 hours 30 minutes, a break of at least 45 minutes must be taken.
4.2           Travel by Private Motor Vehicle 
4.2.1 The Commissioner will reimburse members of staff only for expenses which they actually and necessarily incur using their own private motor vehicles.  This reimbursement is by means of a motor mileage allowance.  
4.2.2 Staff cannot recover any money from the Commissioner to meet an excess clause in a car insurance policy.  The Commissioner accepts no liability in the event of accident, damage, injury or death.  An employee must notify their line manager if their driving license is revoked.
4.2.3 Staff are able to use their private vehicles for a business journey if:
· There is no suitable public transport;
· There is a saving of official time;
· There is a cost saving by using a private motor vehicle instead of public transport or a hire car; or
· There is a need to carry office equipment or other items.
4.2.4 In terms of cost effectiveness, as a broad estimate it is likely that where a journey is less than 200 miles in total, the better option will be to drive your own car (based on one day’s car hire costs).  However, that decision depends on a number of variables, such as multiple days and /or multiple drivers. 
4.2.5 In order to use your own car, where this is not deemed as the more cost-effective option, you must receive authorisation in advance from the Chief Operating Officer before making any claim for mileage.  If using your own transport is the least cost-effective option, and authorisation has not been given, then the mileage claim will not be reimbursed.
4.2.6 Standard Rate will be paid to employees who have travelled less than 10,000 business miles by car or 4,000 business miles by motor-cycle a year.  If mileage is in excess of these limits, then additional mileage rate must be claimed.  
4.2.7 The rates of motor mileage allowance for private motor vehicles are set out in Annex B.  
4.2.8 Where practical, Commissioner staff travelling to the same destination should share the use of a car.  If members of staff provide transport to other colleagues, they can claim a passenger allowance of 5p per passenger, see Annex B. Initials of passengers must be listed on the claim against the relevant journey.
4.2.9 If an employee chooses to use their own vehicle, when there is practical group travel arrangement, they will only be reimbursed at full mileage rate with the prior authorisation of the Chief Operating Officer.  If prior authorisation has not been given, then the mileage claim will not be reimbursed.
4.2.10 Disabled drivers will be reimbursed at the standard rate for all travel on official business when:
· The disability is such that the person cannot use public transport and has to travel by car in all circumstances
· The insurance conditions are met
4.3     Travel by Car Hire
4.3.1 Car hire may be agreed if required.  Staff should contact Administrative Support for information on how to hire a car. 
4.3.2 Employees can arrange for a car to be hired for a business journey if it is the most economic and efficient means of travelling or if a member of staff does not have their own vehicle and / or public transport is not available for that journey. 
4.3.3 Where a hire car is used, employees are required to refuel the car before its drop off or collection and can then claim that cost attaching the relevant receipt.
4.4           Travel by pedal cycle
4.4.1 Members of staff using pedal cycles for official journeys may be reimbursed, 20p per mile can be claimed.
4.5            Parking and Tolls
4.5.1 Parking expenses and charges for tolls will be reimbursed when necessarily incurred on business journeys.  HMRC regulations require receipts to be produced and attached to the back of the claim form.
4.5.2 Costs should be kept to a minimum and employees should try to use free parking where available.  
4.5.3 Members of staff will not be reimbursed for car parking fees which are not directly attributable to official visits.  Charges for illegal parking, speeding or traffic fines will not be paid or reimbursed by the Commissioner, this includes any administration costs added to fines that are incurred when using a car hired through the Commissioner. 
4.6      Travel by Rail
4.6.1 As a general rule, standard class would be the expected method of travel, unless it can be proved that first class travel is cheaper or the same price as standard class.  If a first-class ticket is purchased, proof of both the standard ticket and first class ticket prices must be provided and attached to the expenses claim form or the purchasing card summary.  
4.6.2 Claims for reimbursement of train journeys should normally be supported by both the actual train tickets (which is proof of receipt of service) and valid receipt (proof of payment). 
4.7           Travel by Air
4.7.1 As a general rule, standard class would be the expected method of travel.  In exceptional circumstances an upgrade may be allowed but this must be agreed by the Chief Operating Officer.  If authorisation is not given, but the employee has already incurred the additional expense, they will only be reimbursed for the cost of a standard class ticket.
4.8           Travel by Taxi
4.8.1 Taxi fares will be reimbursed where:
· There is a clear and justifiable need for saving official time
· Where no public transport is available
· For health and personal safety reasons, for example a person has a physical ailment, staff are transporting heavy luggage and or equipment, or staff are working late or returning late from a business trip
· Staff have to leave home early before public transport is operating 
· There is a disruption to public transport
· Where the complexity of the journey makes a taxi journey more practicable
· Where it is more cost effective for members of staff to share a taxi rather than taking public transport
4.8.2 Claims for taxi fares must be supported by receipts and included with the claim form.  Justification for the use of the taxi should be noted on the expense claim form in the brief description box.
4.9           Travelling while on leave
4.9.1 If you are required to make a journey for an official purpose and then wish to take leave in the same area before or after the official business, you may be allowed the full rate fare for the distance you would have travelled for the official business alone.  In such instances, you should obtain written approval from the Chief Operating Officer before journey commencement. 
4.10      Costs incurred for Relatives and Friends
4.10.1 Re-imbursement will not be provided for any costs for additional expenditure incurred by members for relatives or friends accompanying employees whilst the employee is on Commissioner Business.
4.11      The Use of Benefits Accruing from Official Travel
4.11.1 Any air miles and any other benefits earned through official expenditure should be used for official purposes only or they should be foregone.
4.12       Third party reimbursement
4.12.1 If you attend activities or events organised by other public bodies the normal practise is not to claim reimbursement of any expenses from the organiser. You should ensure that travel is booked using the Commissioner’s purchasing cards and the Commissioner will be responsible for reclaiming expenditure from the organiser.  Any deviation from this must be approved in advance by the Chief Operating Officer and will be disclosed on the Commissioner’s Gifts and Hospitality register.
4.13       International Travel
4.13.1 Staff should use Foreign, Commonwealth and Development Office subsistence rates, which are available on the FCDO internet site.  The Head of Finance can also provide a copy.
4.13.2 Staff should also ensure that they provide proof of their currency conversion when submitting their travel claim.
5 Subsistence
5.1      Day Subsistence
Subsistence is intended to reimburse you for necessary additional costs of working away from your normal place of work or home on official duty. You must only claim subsistence for a meal(s) and refreshments that would not normally have been bought if you were closer to your normal place of work. An explanation must be included with your claims for receipted expenditure in accordance with the limits are set out in Annex B.
When your business visit takes place, and is completed in one day, you can claim actual receipted costs within the rates for: 
•  Breakfast - if your journey involves an early start from home (before 7 am) 
•  Lunch – if you are absent from your normal place of work or from home, for at least 4 hours and over lunch hours (12pm-2pm) 
•  Dinner – if your journey involves a late return to home (after 8pm)
•  See note 5.4 ‘Meeting with Stakeholders’, if you are considering buying drinks/meals for people from other organisations. 
•  No allowance can be claimed for alcoholic drinks. 
5.2      Overnight Subsistence
5.2.1 Employees may elect to arrange overnight accommodation where:
· it would be necessary for them to commence their journey before 7:00am in order to arrive at the meeting/event in time for its start; 
· where the conclusion of the meeting would delay their arrival at home until after 10:00pm; or
· if a member of staff is working and travelling for more than 11 hours a day; or
· it is more cost effective to stay in overnight accommodation rather than use public transport. 
5.2.2 If an employee elects to arrange overnight accommodation in contravention of the above guidelines, authorisation must be given by the Chief Operating Officer or in her absence the Head of Finance. 
5.2.3 Where an employee has a journey with an early start from home (before 7am), or has late return to home (after 8pm), they may claim reasonable actual receipted costs within the stated limits for breakfast or an evening meal necessarily purchased while travelling on business, withing the parameters set in Annex B. The receipt detailing items purchased must be provided rather than the debit card confirmation slip. 
5.2.4 Gratuities will not usually be paid by the Commissioner, although there will be some discretion where establishments add gratuity to the bill automatically; provided this is supported by the receipt.
5.2.5 Exceptionally – e.g. due to seasonal pressure on limited overnight accommodation - employees may be unable to find accommodation within the stated limit.  In that case, a request must be submitted to the Chief Operating Officer or Head of Finance in advance explaining the position, detailing the booking and requesting permission to vary.
5.3    Attendance at conferences, events, residential training    courses or group meals.
5.3.1 Attendance at conferences, events and residential training courses is regarded as official business and the normal rules for accommodation and meals apply. 
5.4      Meetings with Stakeholders
5.4.1 Working lunches must be authorised by the Head of Finance in advance of the meeting and the following criteria must be met prior to the Commissioner providing for a working lunch:
· the meeting must be longer than 2 hours in duration,
· there are no other viable options to meet other than during that period, and 
· there are external clients in attendance. 
5.4.2 External meetings – it may be necessary to incur expenses whilst meeting a stakeholder, these expenses must be claimed in line with Annex B.  If expenses are due to be incurred, they must in the first instance be authorised by the Chief Operating Officer. 
5.4.3 Internal meetings – in exceptional circumstances it may be necessary for employees to meet off site and incur expenses.  These expenses need to be authorised by the Chief Operating Officer or in her absence the Head of Finance prior to them being incurred.
5.4.4 Corporate Hospitality – Refer to the Gifts and Hospitality policy for further information on when the acceptance of Corporate Hospitality is acceptable. 
5.5 Other expenses     
5.6 It may be necessary to incur expenditure on the Commissioner’s behalf that is not solely related to travel and subsistence expenditure.  
5.7 Employees using their own mobile phones or home phones for business calls should claim reimbursement by completing the miscellaneous column on the claim form.  The itemised bill must be attached to the claim highlighting the calls for which they are claiming, with detail to whom and why the call was required, Note that where individuals have contracts with ‘free’ minutes which are used for business calls these will not be reimbursed.  
5.8      Subscriptions to Professional Bodies – can be reimbursed as per www.hmrc.gov.uk/list3/index.htm	
5.9 Loss or damage 
5.9.1 The Commissioner will not reimburse you for any loss or damage resulting from the use of your private motor vehicle on official business whether or not the cost of such loss or damage can be claimed under your insurance policy. 
5.9.2 The Commissioner has no liability to pay compensation for the loss of or damage to your personal property either in this country or abroad whilst you are travelling on official business.  
6 Working from Home 
6.1 Commuting between home and office
6.1.1 The Commissioner’s office in Cambrian Buildings will contractually remain the designated place of work for all staff and along with ‘home’ will be classed as the permanent workplace.  
6.1.2 Staff will not be able to claim expenses for travel between their homes and Cambrian Buildings. 
   
Annex A
Authorisation Checklist for Line Managers and Finance
DO NOT SIGN ANY EXPENSE CLAIM until you are satisfied on all of the following points:
· Was the journey necessary and sensibly planned (e.g. could they have avoided travelling and could they have done the journey cheaper for example by sharing a car with a colleague or using public transport?)
· Did the employee choose the most cost-effective means of travel for that particular journey? If not, have they provided a justification as to why a more expensive method of transport was used?  Is this justification reasonable and proportionate in the circumstances?
· If the employee is claiming motor mileage allowance, have they claimed the correct rate, including the journey information and postcodes? Is the mileage correct? Has the employee claimed the correct rates?
· Have they completed all required sections of the claim form?
· Are the starting and finishing times, distances and fares reasonable and correct to the best of your knowledge.
· Are receipts attached to support instances of actual expenditure, and in the case of meal allowance being reimbursed, which meal allowance they are claiming?
· Has a check been made of the driving licence, MOT and insurance file when mileage allowance has been claimed?
· Has the claim form been signed by the line manager?





Annex B
Allowance & Mileage Rates
	Overnight Subsistence
	To the value of (£)

	London

	Overnight accommodation - receipted
	200 per night*

	Elsewhere in the UK
	Overnight accommodation – receipted 
	120 per night*

	*Subject to availability
Where an overnight booking includes breakfast, or dinner as part of the agreed rate, employees should not claim the same meal allowance in addition to this rate.  

	Meal Allowances 
	
	To the value of (£)

	Breakfast
	If start from home before 7am
	9

	Lunch
	If you are absent from your normal place of work or from home, for at least 4 hours and over lunch hours (12pm-2pm).
 Lunch or refreshments provided by third parties can be disregarded for allowances.
	9

	Dinner
	If staying overnight or arriving home after 8pm (not to be bought to be cooked at home nor bought at home)
	27

	If you believe that you have justification for claiming more than one meal allowance in a day (within the above guidelines) it does not matter the order in which you claim those allowances.  E.g. If you start work before 7am and will not return home until after 8pm you can claim up to £45 for your daily allowance.  I.e. Breakfast £9.00, lunch £25 and dinner £11.

	Motor Mileage Allowance
	First 10,000 Miles (pence per mile)
	Additional Miles (pence per mile)

	Car (incl electric car) Standard Rate
	55p per mile
	25p per mile

	Motor Cycle Standard Rate
	24p per mile
	

	Pedal cycle
	20p per mile
	

	Passenger Allowance
	5p per passenger per mile
	


Claims need to be made within two months of the date of travel.  Claims older than this will not be honoured unless there is justification for the lateness and must be authorised by the Chief Operating Officer
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