XYZ Limited
TRAVELLING EXPENSES AND SUBSISTENCE POLICY

Reimbursement of expenses

XYZ Ltd will reimburse expenses incurred in relation to journies undertaken as part of work for the company. A published scale of reimbursement is laid down in respect of such journies on the travel and subsistence expense claim form. Claims should be directed to the company secretary.

Regulations governing the reimbursement of travelling expenses
	1.
	In cases where the principal purpose of a journey relates the commercial activities of XYZ Ltd, it will be regarded as a journey on company business and will be reimbursed up to the maximum authorised for journeys on official business.  



	2.
	The following scale of reimbursement of expenses is approved for journies in this country made on official company business;



	
	Rail fares: standard class fares:



	
	Note:
	(i)
	1st class travel must be pre-authorised;

	
	
	(ii)
	when cheap day or other reduced fares are available advantage must be taken of them;

	
	
	(iii)
	Reservation charges reasonably incurred will be reimbursed;



	
	Accommodation and subsistence: When staff members are away from their normal place of work for a period of more than 5 hours and incur out of pocket expenses over and above the cost incurred during a normal working day, one of the following allowances can be claimed, either:



	
	With receipts:

	
	
	
	5 to 10 hours
	£16.00 max per day

	
	
	
	Over 10 hours
	£21.00 max per day

	
	
	
	for a period of 5-8 hours:
	a maximum of £15.00

	
	Or in exceptional circumstances

Without receipts but for the amount actually spent:

	
	
	
	5 to 10 hours
	Up to £5 max per day

	
	
	
	Over 10 hours
	Up to £10.00 max per day

	
	
	
	Overnight stay with friends/relatives (subject to prior approval)
	Up to £15.00 max per night



	
	Accommodation may be claimed at the following rates, with receipts:

	
	
	
	London
currently
	£80.00 max per night inc. breakfast & VAT

	
	
	
	Elsewhere
currently
	£65.00 max per night inc. breakfast & VAT

	
	Other expenses: taxi, bus and Underground fares, telephone charges and other incidentals of a journey will be reimbursed when circumstances justify the expenditure incurred, but taxis should only be used if cheaper transport is not practicable.  Any contributions made towards overall expenses which are not required to be paid back should be shown here.


	
	
	

	3.
	Car mileage allowance: Staff using their own car on company business may claim a mileage rate up to the current Inland Revenue maximum of 40p per mile in any one tax year up to a maximum of 10,000 miles.  Further miles are paid at 25p per mile. A rate of 22.5p per mile is payable if public transport could have been used to complete the journey within the same time.  The person authorising the claim shall verify that the correct mileage and the appropriate rate have been claimed.  Where there are budgetary restraints, prior agreement may be made with the claimant to pay a reduced rate for approved journies.  

	
	The Inland Revenue requires the maintenance of a record of the cumulative mileage claimed to date in a tax year (i.e. 6 April to 5 April).  By coding each individual mileage claim to  separate nominal the firm will ensure that claimants respect the 10,000 miles per annum threshold. 

	4.
	All claims must be supported by receipted bills, etc., which are retained centrally for audit purposes.
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