Business Expenditure, Travel and Subsistence Guidelines
1. Overview
All staff (includes permanent, fixed term and temporary agency staff) and Commissioners are entitled to claim expenses incurred personally as business expenditure via Great Plains. However, normal procurement and payment methods (see chapter on Procurement) should ordinarily be followed. Reimbursements as business expenditure will normally be limited to:

i. Necessary travel expenses incurred in the furtherance of business activities;

ii. Incidental expenses incurred out of office;    

iii. Subsistence allowances where they are entitlements in lieu of deemed expenditure incurred as a result of out of office work. 

2. Business Expenditure by Individuals

a) Telephone Expenses

Allowable business expenditure will include business telephone calls made on home and personal mobile telephones.  Statements showing the costs of such calls should be attached to expense claim forms. Finance should be consulted where individual mobile phone usage is a combination of tariffs (including free calls etc).

The above will include calls on ISDN lines installed as essential for business use. Where such a line has been installed the excess charge for an ISDN line rental over a normal line rental is also recoverable. The initial installation costs must be approved by the budget holder as being an essential business expense in advance of the service being ordered.

b) Meals, Entertainment and Incidentals

Meals

Daytime meals are not ordinarily considered eligible as out-of-pocket expenses (as meals would normally be taken at the normal place of work). Exceptions will include working lunches essential for business operations e.g. including third parties.

Reasonable costs for meals and refreshments may also be eligible for reimbursement if incurred in the pursuit of essential business activities outside of normal working hours.

Entertaining

Expenses relating to entertaining will only be permitted under exceptional

circumstances and with the prior agreement of the Head of Finance.

Attention is drawn to the Commissioners and Staff Codes of Conduct which provides guidance on entertainment expenses.

Incidental Expenditure

Other reasonable incidental business expenditure is eligible for reimbursement subject to the budget holders consent, if the claimant is out of pocket.


The costs of refreshments purchased for third parties in the course of IPCC business are eligible for reimbursement (e.g. tea / coffee purchased for members of the public assisting the IPCC).

3. Travel
Special Note:
Commissioners may elect to adopt a separate defined arrangement covering the reimbursement of travel expenses. These should be followed as applicable. Where Commissioners have opted out of the special rules, the following notes apply.

a) Travel from Home to the Normal Work Place

Expenses incurred in travelling from home to the normal work place are not eligible for reimbursement.

Expenses incurred in travelling from a start point resulting from non-work activities are also not eligible for reimbursement (for example travel from a weekend or holiday destination is not reclaimable). 

b) Travel from Normal Office to a required place of work

Travel from the normal office (place of work) to a required place of work in the furtherance of business objectives is eligible for reimbursement. 

In the case of the North-East region the normal office is the Wakefield touch down base. For the sake of clarity that will mean that individuals based in the North-East and working from Wakefield will be able to claim mileage for travel between Wakefield and the Manchester office.

c) Travel from home to a required place of work (other than the normal place of work)

Staff are entitled to be reimbursed for the costs of travel from their home to a required place of work other than their normal place of work.

Mileage allowance is payable for car journeys from home to the required place of work other than the normal place of work subject to the normal rules set out below (see “motor vehicle” section).

A common sense rule based upon the IPCC value of integrity will apply.   Where the journey to the place of work involves a combination of purposes, mileage will only be payable on the increment. For example, if a claimant has a pre-planned appointment close to the required place of work (a dental appointment for instance), mileage will only be payable on the distance from the dentist to the place of work (in this example).
d) Rail 

Ordinarily tickets should be obtained through the individual’s Team Administrator who will make bookings on the traveller’s behalf OR by Corporate Visa card (where available). 

Rail travel should normally be via Standard Class. Directors and Commissioners may travel First Class where there is a need to work while travelling. In these circumstances, anyone travelling with a Director or Commissioner may also travel First Class. In addition a Director may permit an individual to travel First Class where circumstances warrant it.

e) Air

Ordinarily air tickets should be obtained through the individual’s Team Administrator who will make bookings on the traveller’s behalf OR by Corporate Visa card. Air travel should only be used when it is the most cost efficient method, there is no alternative or time efficiency is paramount.  

f) London Underground and Buses 

Ordinarily minor expenditure is reimbursed on production of a valid expense claim – see below. 
g) Taxi ( and minicab ) 

Taxi (or minicab) fares, incurred as business expenses, may be reimbursed in the following circumstances: Where it is cost effective due to individuals travelling together; for journeys where there are no suitable alternative public transport options available; where heavy luggage or valuable items need to be transported; when the journey is required to be late at night or early in the day or where time saving is important. In all circumstances receipts should be retained and attached to expense claims.

h) Foreign Travel

Foreign travel is required to be approved by the C.E.O. or Chair.

The individual making the foreign travel is responsible for ensuring that they have adequate insurance cover.  Their Corporate Visa card should be used when making purchases abroad. Foreign & Commonwealth Office subsistence allowance rates will apply where appropriate, details of which can be obtained from the Finance Team.  
i) Motor Vehicle

Where an individual uses their own private car for a required business journey (as distinct from an I.P.C.C. fleet car provided), mileage allowance may be claimed.  Required business journeys do not include normal travel from home to the normal place of work i.e. regular commuting to work. 
For eligible business travel, associated essential expenses such as parking charges and congestion charges incurred may also be deemed eligible business expenses and reclaimed. Parking fines and similar penalties will not be reimbursed.
Eligible business expenses are calculated according to the I.P.C.C classification of users;

Essential Users: This classification includes individuals required to maintain a car, hold a valid driving licence and use that car as a part of their contract of employment. Essential users will ordinarily incur in excess of 2,500 business mile each year, subject to annual review. Commissioners and individuals classified as essential users will receive an annual lump sum payment as in addition to an allowance for mileage incurred in business usage. Essential car users are required to hold a valid UK driving licence and suitable insurance that includes business use. 
Casual Users: Where no obligation to maintain and use a car exists, users will be classified as casual users in respect of business mileage claimed.
Casual users may claim for business journeys made: when there is no suitable alternative public transport available; where cost efficiency dictates that a car journey is made or where there is a need to transport heavy files, office equipment or valuable items.

Where none of the above conditions are satisfied, the reimbursement will be limited to the appropriate public transport fare available.

Allowances for car usage:

Essential Car User: 33 pence per mile in addition to an annual lump sum of £850;

Casual Car User: 40 pence per mile up to 10,000 miles, 25 pence over 10,000 miles.

Other transport allowances:
Motor Bike : 24p per mile

Pedal Cycle : 6p per mile 

4. Subsistence Allowance

Subsistence allowance is deemed expenditure to cover costs incurred working away from the normal place of work. e.g. meals, refreshments and other incidental expenses. 

It is a non-receipted allowance. - i.e. no receipts are required to support claims for subsistence. 
However, no Double-Claiming should occur, i.e. where the allowance is claimed and the associated expense is paid via a Corporate Visa or claimed as an out-of-pocket expense.

In normal circumstances the Day rate (£10.20) is paid for periods of more than 10 hours away from the normal place of work where lunch is not provided.  Where lunch is provided then the allowance claimable is reduced to the personal incidental costs level of £5.50 as described in the overnight allowance policy.

The Overnight (defined as any 24 hour period out of the office involving an overnight stay on IPCC business) rate (£28.50*) is paid for overnight stays and cannot be claimed if the Day rate is claimed or if half or full board accommodation is used. (* The £28.50 allowance is made up of £23.00 for meals and £5.50 for personal incidental expenses).

If an evening meal is provided then the allowance is restricted to the Day rate. (The Inland Revenue has agreed a dispensation for subsistence allowances to be classified as a non-taxable payment and will not appear on a P11D)

Where, during overnight travel, an employee stays with friends/relatives rather than stay at a hotel they can instead claim a rate of £25 per night without receipts.

a) Submitting/Approving Claims For Reimbursement of Business Expenses and Subsistence Allowances.

i. Submission of Claims

Expense claims, claims for re-imbursement of business expenses and claims for allowances are initiated and approved electronically via the on-line expenses system:

All claims must be consistent with the above advice and policy.

Receipts must be retained to support relevant claims.

ii. Approval of Claims

Claims for re-imbursement of travel expenses, and eligible business expenses incurred must be approved by the line manager who must ensure the claim is correct and all expenses are eligible. Receipts and proofs of purchase must be sent with the expense claim. If no receipt is available then the claim documentation must be annotated to provide an explanation for this. If the Line Manager is not available to authorise the claim then in exceptional circumstances Finance will be able to approve the claim if it has been signed by an alternative acceptable signatory.      

iii. Authorising Expense Claims 

The approver should be a line manager/ Budget Holder OR in the absence of the above a suitable alternative. On signing the claim the approver is confirming that the claim is correct - all expenses being necessarily incurred, reasonable and eligible for reimbursement - and backed up  by receipts (where relevant).

b) Corporate Visa Cards (Individual Usage)

Corporate Visa Cards are available to those staff who qualify as regularly incurring eligible business expenditure. For details on how to apply for a Corporate Visa Card and associated user guidance please refer to the Finance Team. Users of cards should ensure that no double-counting of claims in respect of allowances occurs and that the above policy is rigorously applied. 

c) Advances 

Advances may only be made in exceptional circumstances to meet expected future business expenses where the applicant would otherwise be out of pocket. They should only be used for the planned purpose.  Advances can be claimed by:

i. Applying to the Finance Team ( for amounts in excess of £100 ) on the form provided.
Advances will not be made if: 

ii. the applicant has a Corporate Visa Card and this can be used

iii. the applicant can procure the services so that an invoice can be despatched for payment via the usual procurement system (see chapter on Procurement)

Advances should only be used to fund predetermined, planned business expenditure as described above. Advances should only be used for the planned purpose. Advances may be refused if the above conditions are not met. Holders of advances must refund the balance of any advance not used within two weeks (late claims will normally result in the advance being deducted from salary).
