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1. Purpose

1.1 The purpose of the expenses policy is to reimburse employees and Governors for any costs incurred wholly, exclusively and necessarily in the performance of their duties on behalf of York St John University.  Compliance with this policy in respect of both UK and overseas travel and expenses is mandatory for all staff and Governors.
1.2 This policy applies to all expenditure, regardless of the source of funding.

2. Payment

2.1 Expenses are reimbursed on a monthly basis.

2.2 Employees will receive their expenses as part of their monthly remuneration.  These expenses will not be subject to any form of taxation and will be paid in full.

3. General Claims Procedure Notes

3.1 Claims must be supported by valid original (not photocopied) VAT receipts / invoices / tickets otherwise reimbursement of expenses will not be made unless :-
· The original has been submitted to another organisation, who will reimburse the Institution.  In this situation it is the individual’s responsibility to ensure a valid claim is made to that organisation & enough information is available to them to make the payment.
· The original is held by another individual, who is claiming their proportion.  This may happen for example when you shared the bill for a meal with a colleague.
In both cases you should explain the circumstances & the whereabouts of the original receipt on the claim form. 

Credit/Debit card vouchers or statements will not be accepted
3.2 Claims must be made promptly.  Claims more than three months old will not be paid.
3.3 The University will reimburse expenses necessarily incurred in relation to journeys undertaken in the course of University business on submission of an official Expenses Claim Form which has been properly authorised and coded. 

3.4 All expenditure and travel should be consistent with the needs of the University.

3.5 Submission of a false claim will lead to disciplinary action.
3.6 Claims will be monitored and may be reported to the Inland Revenue where we are legally obliged to do so.  Completed expense claim forms will be retained by the Finance department for at least six years.  However, all individuals must retain their own photocopies of expense claims for their own tax purposes.

3.7 Incomplete or incorrect claim forms submitted, including those without an authorised signature, will be returned to the claimant with an explanation as to why it cannot be processed.  The claim will need to be completed correctly and then returned to the Finance department.  If the corrected claim is not received before the deadline for the month payment will be delayed.
3.8 The Expenses Claim Form should only be used for personal business expenses set out in this booklet.  Items such as stationery, printing and equipment must be purchased on official University purchase orders and invoices submitted to the purchase ledger section of Finance for payment.  All purchasing must be in accordance with the University’s purchasing procedures which are available at the Staff Information Point/Finance folder/Purchasing.

3.9 Where expenses are incurred in foreign currencies the amounts should be shown, in the currency in question, in the relevant column of the EXP06 Staff/Governors Expenses Claim Form for Overseas Travel. However, reimbursement will be made in £ Sterling.  Where cash has been changed into currency, the receipt for the transaction should be retained as evidence of the rate used.  In the case of purchase by credit card this should be the rate charged on the credit card statement, in which case a copy of the statement should be submitted with the claim.

· If the statement is not available at the time the claim is made exchange rates can be obtained from www.oanda.com/convert/classic and evidence should be attached to the claim form to support the conversion rate used.

· Proper receipts must support the actual expenses being claimed.

3.10 Individuals should use their judgement to ensure expenditure is the most cost effective for the University.  Please use the appropriate method of transportation to fulfil the purpose of travel and minimise costs.

3.11 No member of staff or Governor should gain nor lose financially as a result of business travel.

4. Public Transport
4.1  Individuals should use public transport rather than their own car where this would meet the requirements (time/ease of access) and incur less expense (see 4.8 below).

4.2  Individuals will normally be reimbursed for public transport travel costs to the maximum of a standard class ticket value.  Travelling first class is permitted where the value of the ticket is the same or better than a standard ticket.  For example, booking two advanced single first class tickets may work out more cost effective than a regular standard open return ticket (see paragraph 19.1).

4.3 Staff are to be encouraged to seek and claim external sponsorship for their travel where it is reasonable to do so.

4.4 Wherever possible tickets should be purchased at the cheapest available fare and in advance of the journey using the normal University purchasing procedures.  NYS Corporate Ltd has been nominated as the University’s preferred supplier for travel and must be used to undertake UK rail travel.  NYS Corporate Ltd must always be asked to quote the lowest possible fare in addition to any other travel options available for the journey to be undertaken.  It is advisable to leave at least two days for the delivery of tickets sent directly to the University.  (For Overseas Travel see also Section 14).
4.5 Car parking costs incurred whilst travelling away from University on business, away from the normal office will be reimbursed.  Claims for car parking must be supported by a valid receipt.

4.6 Parking fines or other penalties will not be reimbursed.

4.7 Staff should consider the use of a hire car as an alternative to the use of their own car in all cases where the journey is to exceed 100 miles as this is more cost effective.  Prices and bookings must be made to the University’s preferred hire company via the Head Porter Chris Costello.
5. Use of Personal Cars for University Business

5.1 Before using their own car for University travel purposes, all staff and Governors must take the precaution of obtaining confirmation from their own insurance company that his or her motor policy covers the following:

· Use by the employee in person on behalf of the University.

· The carriage of trade goods where University goods are transported.

· Individuals must also ensure that the receipt of a mileage allowance for use of their vehicle on the University’s behalf does not invalidate their insurance

5.2 Any individual who drives any car whilst on business must hold a valid current full driving licence.

6. Use of private pedal cycles

6.1 Any employee using a cycle on University business must take the precaution of wearing a properly fitted helmet.

6.2 Please note that use of cycles held under the University cycle scheme are not eligible for mileage allowance.  This is because technically the cycle is being leased from the University rather than being owned by the employee.  A cyclist’s participation in the cycle scheme does not preclude them from claiming the appropriate mileage when using non scheme cycles.  Payment of a mileage allowance for these cycles would invalidate the terms of the tax advantage of the scheme.
7.   Travel Claims

7.1 The Expenses Claim Form has information on the rates per mile.  Please ensure you are using the current version of the form.  See Appendix 1 for current rates.
7.2 Details of the business mileage must be recorded on the Expenses Claim Form and should include the date of the journey, place where the journey started, destination, reasons for the journey and the total miles claimed.

7.3 Journeys between home and your normal place of work are regarded as private.  The costs of these journeys are not to be claimed. 

7.4 In exceptional circumstance home to work travel may be claimed when staff are called in to work outside their normal working days..
7.5 All journeys away from the normal place of work on business may be regarded as business journeys, except where a journey commences or ends at the home of the employee.  In such circumstances the individual may only claim the lesser of:

a) the distance actually travelled; or

b) The distance which would have been travelled if the journey had started or ended at their normal place of work.

8.   Subsistence 

8.1 Staff and Governors who are required to travel in the course of their duties are entitled to claim the cost of meals taken en route during business journeys.  The University will reimburse actual expenditure incurred on meals up to the subsistence allowance rates set out in Appendix 1.  All receipts must be submitted in support of claims. 

8.2 If a claim covers subsistence for someone other than the claimant, the form should clearly show the names of those covered.

8.3 Please note that the dinner allowance covers soft drinks, hot beverages, and alcohol, when consumed with a meal.  Other alcohol will not be reimbursed.

8.4 Subsistence allowance rates apply across the whole of the United Kingdom.

9. Telephone Calls / Internet Usage
9.1 The University will reimburse the reasonable cost of one short telephone call home for each evening when individuals are required to stay away from home overnight because of University business.
9.2 The University will reimburse the reasonable cost of internet usage, when individuals are required to work whilst away on University business.
10. Hotel Accommodation

10.1 Hotel accommodation in the UK should be booked through Expotel or NYS Corporate Ltd where possible.  Information regarding booking via Expotel is available at Staff Information Point/Finance/Purchasing/Expotel.  If Expotel are unable to provide a suitable hotel, the staff member can book and pay for their hotel on departure using their own credit card.  
10.2 The hotel accommodation booked should be safe, reasonably comfortable, and have essential amenities.  Accommodation may be booked up to the maximum rates set out in Appendix 1.  Normally hotels of three-star rating (or equivalent) should be adequate.  Sometimes it is not possible to keep within the set rates, for example if the cost of travel to & from the nearest option is greater than the additional cost of the hotel.  If this is the case, the steps taken to stay within the maximum rates & the reason why the maximum has been breached must be recorded on the expenses claim or purchase order.
10.3 Staff are provided with the option to search for hotels over the internet when Expotel or NYS Corporate Limited are unable to provide a suitable hotel.  
Examples of cost effective hotel chains are as follows:-

· Travelodge 
· Premier Inn

· Holiday Inn

· Ibis


Useful hotel search sites include:-

· Activehotels.com

· Hotel.com

· Laterooms.com

As the majority of hotels only accept reservations via credit card and payment upon departure, staff are required to use their own credit card to pay for the hotel in these circumstances and to retain a VAT receipt and claim back via a staff expense claim form.
11. Personal Incidental expenses

11.1 Reasonable laundry and cleaning charges will be reimbursed up to a maximum of £15.00 per week for individuals on overseas trips that exceed five consecutive nights.

11.2 Please note that the following items will not be reimbursed by the University:

· Hotel mini-bar bills

· Newspapers

· Charges made by hotels for the use of facilities such as pay per view videos, fitness suites etc.

Where the above items are included in the hotel account, which has been settled by the individual, the costs should be deducted by the claimant prior to the submission of the claim form. Where the account is paid by the University direct items that could not be included in an expenses claim should be settled by the employee on checking out.

12. Partner’s Expenses

12.1 Partners should not travel or be entertained at the University’s expense except when their presence is for a bona fide business purpose.

12.2 Where a partner accompanies a travelling member of staff or Governor for personal reasons the University must not be charged more than if that individual had travelled alone.

12.3 If a business guest is to be accompanied by a partner, it may be appropriate for the party to include the partner of the host or other members of the University team.  In these cases written permission must be granted by the Vice Chancellor or the Deputy Vice Chancellor in advance of the activity, and the cost of the entertainment can be claimed up to the limits set out below.
13. Business Entertainment

13.1 Business Entertainment is defined as the provision of hospitality / entertainment for anyone who is not an employee of the University.
13.2 Necessary costs of entertaining business contacts up to a maximum of £20 per person will be reimbursed for lunchtime entertaining.  This is increased to a maximum of £30 per person for an evening meal with wine to cost no more than £15 per bottle.  If this value is exceeded the University will not reimburse the difference.  It is an Inland Revenue requirement that, where entertainment is provided, the names of all recipients of the entertainment are recorded.  Therefore, the following information must be shown on the Expenses Claim Form:

· The name(s) of the attendee(s)

· The organisation(s) which they represent

· The purpose of their entertainment (e.g. negotiation of contract)

14. Overseas Travel  (Please complete EXP06 expense claim form)
14.1 The same principles that apply to UK travel should apply to all Staff and Governors incurring overseas travel and expenses i.e.
· Individuals should use their judgement to ensure expenditure is the most cost effective for the University and use the appropriate method of transportation to meet the purpose of travel and minimise costs,

· No individual should gain nor lose financially as a result of business travel.
14.2 Overseas travel should not be undertaken without prior approval of the budget holder and the Deputy Vice Chancellor.

14.3 Business Class:  Business Class travel is not normally allowable to any individual.  However, Business Class may be purchased in exceptional cases on the same lines as First Class rail travel in the UK: i.e. 

· Details of the purpose of the journey, giving reasons why Business Class travel is necessary, must be submitted to the principal budget holder in writing (on the same basis as detailed in para 19.1),
· All members of staff must receive approval to travel Business Class from the Vice Chancellor or Deputy Vice Chancellor in advance of the journey.

· The only exception to this is in the event of such Business Class travel having been paid for in full by a specific contribution from an external University sponsor.
Permission for the Vice Chancellor or members of Governing Body to travel Business Class must be given beforehand in accordance with the delegated authorities detailed in paras 14.7 and 14.8 below.
14.4 When travelling overseas, care should be taken to ensure that accommodation and meals are reasonable, given the prevailing local circumstances.  In respect of hotels, individuals are expected to book 3 star hotels or their local equivalent, although careful consideration should be given to securing value for money and reduced costs in the context of the prevailing security circumstances in the country concerned.  No individual should put their safety at risk.  (For further guidance on safety and security whilst travelling overseas see Staff Information Point/International)
When travelling overseas, the maximum daily subsistence (i.e. one night accommodation and three meals) for the UK is replaced by the following: 
· Scandinavia, Gulf States and Japan   £150
· Rest of the world   £100

All claims should be supported by receipts and submitted promptly (see Para 3.2).  Attempts should always be made to try to minimise costs incurred.  For example if the cost of living is low, it would not be appropriate to use accommodation of higher than normal standard, even if it is within the limits.

If the maximum subsistence levels set out above are not adequate for the requirements of the visit, the amount and reasons for the expected overspend must be approved in writing by line management and the Group Financial Controller prior to travel.

14.5 Wherever possible tickets should be purchased at the cheapest available fare and in advance of the journey using the normal University purchasing procedures.  NYS Corporate Ltd has been nominated as the University’s preferred supplier for travel and should normally be used to undertake all travel arrangements.  NYS Corporate Ltd must always be asked to quote the lowest possible fare in addition to any other travel options available for the journey to be undertaken. Rather than using NYS Corporate Ltd, staff may however, wish to consider other overseas travel options such as the use of budget air companies.  Whilst this may result in a lower travel cost than may be quoted by NYS, staff are reminded to consider:
· The real cost of staff time in searching for the best deal on the internet,

· The potential disadvantages of low cost suppliers e.g. arrival at destinations some miles from the ‘arrival city’,

Nevertheless, being creative whilst planning overseas travel can result in direct cost savings such as by considering booking ‘City Break’ packages for travel to European city destinations.
It is advisable to leave at least two days for the delivery of tickets sent directly to the University.

14.6 In the event that NYS Corporate Ltd cannot provide the cheapest price tickets for air travel, an alternative supplier can be used so long as the unsuccessful quote is retained to demonstrate that the travel requirement has been met and the cost to University has been reduced.  If the two quotes are not directly comparable (e.g. an alternative route or dates of travel) a revised quote should always be obtained from NYS.  Evidence of the alternative quote received should accompany the Overseas Travel authorisation Form – see Appendix 2.
14.7 All overseas travel must be approved by the Deputy Vice Chancellor, prior to the confirmation of any travel arrangements.  In the case of the Deputy Vice Chancellor travelling overseas, the Vice Chancellor must give prior approval.  In the case of the Vice Chancellor travelling overseas, the Chair of the Governing Body or Strategy Planning & Resources Committee must give approval prior to the confirmation of the travel arrangements.  Please ensure that an authorised copy of the Overseas Travel Authority form is attached to the EXP06 Overseas Expense Claim Form.
14.8 Upon approval of the Overseas Travel authorisation Form by the Deputy Vice Chancellor Office, the Deputy Vice Chancellor’s Office will arrange the necessary travel insurance documents to the member of staff.
14.9 It is important that all members of the party have the appropriate travel insurance documentation in their possession.  This documentation must state the dates of travel & the names of those covered.

14.10 Where any member of Governing Body (other than the Vice Chancellor) undertakes international travel this should receive prior authorisation by the Chair of the Governing Body before the confirmation of any travel arrangements.  In the event of overseas travel by the Chair of the Governing Body, this should receive prior approval by the Governing Body and the approval recorded in its minutes.

14.11 Following any international travel undertaken by members of Governing body (including the Vice Chancellor), a report should be submitted to the next appropriate meeting of the Governing Body after the visit.  Reports should cover the purpose of the visit, the outcomes achieved and the costs incurred for each Governor travelling.
14.12 Every individual who undertakes overseas travel on University business is also required to submit a report to their line manager detailing the purpose of the visit, the outcomes achieved and total costs incurred.  A copy of this report should also be sent to the International Office in order to enhance their database of overseas activity undertaken by University.
15. Glasses for VDU Operators

15.1 The University policy for reimbursement of costs to staff for eye examinations and contribution towards glasses, if required, is set out in the Staff Handbook.  Please note that part of the form must be completed by the optician.  Following authorisation by the Health, Safety & Risk Officer this form should be attached to an expense claim form along with the supporting receipt.  Please remember that you may need to get separate receipts from the optician, eg to claim for the examination from the University & the glasses from LHF.
16. University Credit Cards

16.1 The University may, at its discretion, arrange for a credit card to be provided to frequent travellers if it is considered that such a facility is necessary.  This will require the approval of the Director of Finance and the Deputy Vice Chancellor.
16.2  Where such a card is issued it should be used only for University business purposes in accordance with the University Credit Card Policy, which is available at the Staff Information Point/Finance folder/Expenses.  A University Credit Card Expense Claim form should be completed in respect of all credit card expenditure.  This form, together with all receipts, should be authorised in accordance with the procedures set out in 18.1.

17. Foreign Currency cash advances

17.1 In exceptional circumstances a cash advance may be made to individuals travelling overseas up to a maximum of the equivalent of £100 Sterling.  The Finance department have a float of the following currency:-
· Euros

· Dollars

If the currency you require is not listed above, a £100 sterling advance will be provided. The foreign currency advance form should be authorised by a budget holder and the Director of Finance.  The Finance department should then be notified of the authorised advance at least five working days before collection.

18. Authorised Signatories Roles & Responsibilities

18.1 Expenses forms/invoices can be authorised by budget holders or their recognised deputy.  An authorised signatory form must be completed and returned to Finance before a signature can be accepted.  All changes in signatories must be notified to Finance immediately.

18.2 Authorised signatories must sign forms immediately and forward them to Finance for payment.  PLEASE NOTE that if the amount of the claim is above the signatory’s limit the claim will be returned.  As expenses payment runs will only occur on a monthly basis, claims received after the 15th of a month will not be processed until the following month.

18.3 A claimant can not authorise their own expenses form.  Where the claimant is also the Principal Budget Holder (or their deputy), the line manager should authorise the form.  In the case of the Vice Chancellor, the Chair of Strategy Planning and Resources Committee or the Governing Body should authorise the Expenses Claim form.  Governors’ expenses should be authorised by the Executive Assistant to the Governing Body & countersigned by the Director of Finance.
18.4 Claims forms submitted without an authorised signature or one which exceeds the signatory’s limits will be returned to the claimant, which may delay payment of the claim.
19.  Additional Guidance Notes

19.1 First Class Rail Travel: Approval to travel first class is granted when a member of staff has obtained a train ticket that is more cost effective than a standard rail ticket.  For example, booking two advanced single first class tickets may work out more cost effective than a regular standard open return ticket (see paragraph 4.2).
Approval will be considered against the following criteria:

( It is more effective and productive to travel first-class because of: 

· the length of the journey and therefore the length of time spent travelling

· the use of a congested service

( Alternative arrangements are inappropriate

( The costs are to be borne by any external sponsor

( There is a clear quantifiable benefit to the University
19.2 Taxis should only be used if all other modes of transport are inadequate, inappropriate or more expensive.

20.  Expenses Claim Forms

20.1
The following forms are available at the Staff Information Point/Finance folder/Expenses

· EXP01 Expenses Claim Form for Staff/Governors (UK Travel)
· EXP02 Expenses Claim Form for External (Non Staff and Non VL)
· EXP04 University Credit Card Expense Claim Form

· EXP06 Staff/Governors Expenses Claim Form for Overseas Travel 

APPENDIX 1

Travel and Subsistence Rates (effective from 1st August 2008)

Mileage allowances for the use of private cars by staff are as follows:

	For the first 50 miles of each journey
	40p per mile



	Thereafter
	25p per mile


A rate of 2p per mile is paid for one passenger and 1p per mile for each additional passenger carried on official business.

A rate of 12p per mile is paid for use of private pedal cycles on official business.

What is a journey? A return journey is classed as one journey e.g. travelling from A to B at 60 miles, then returning from B to A at 60 miles is a total journey of 120 miles.  This will be paid as 50 miles at 40p, then 70 miles at 25p per mile.

Subsistence Rates (covers meals and drinks only)

Up to a maximum of:

	Breakfast 


Lunch



Dinner
 


	Up to £6.00
Up to £8.00


Up to £12.00
	Inner London

Up to £7.50

Up to £10.00

Up to £15.00
	(Requiring travel before 7.30 a.m.)

(Requiring travel before 10 a.m. and continuing after 2 p.m.)

(Requiring travel after 8.30 p.m.)




UK Accommodation and Hotel Rates (Bed and Breakfast)

UK – London



£120.00 per night

UK – Other



£85.00 per night

The above rates must include breakfast and VAT.







A.Ward & D.Robson / Finance Department
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