Expenses Policy – May 2015


Expenses Policy

Business Expenses - General

This policy deals with claims for reimbursement of expenses, including travel, accommodation and hospitality. 

This policy does not form part of any employee's contract of employment and ACVO (the “Organisation”) may amend it at any time.

This policy applies to all employees of the Organisation, be they staff on a temporary, part-time or full-time basis.

The Organisation will, from time to time, set levels of expenditure relating to expenses that are deemed appropriate and which may only be varied at the discretion of the Organisation.  The levels are viewed as sufficient to provide a standard and quality which adequately meets the needs of employees from the viewpoint of both comfort and acceptability for the effective conduct of Organisation business.  The level of reimbursement will be reviewed from time to time by the Chief Executive. 
Employees should put any questions about the reimbursement of expenses to their line manager before the relevant costs are incurred.

Personnel responsible for this policy

The Chief Executive has overall responsibility for the effective operation of this policy but has delegated day-to-day responsibility for overseeing its implementation to line managers. 
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. 
Expense Claims

Reasonable business expenses incurred wholly, exclusively and necessarily in the performance of work will be reimbursed by the Organisation where the conditions of this Policy are met.  When claiming expenses the Organisation principle is that the employee neither benefits nor suffers any financial disadvantage as a result of incurring expenses on Organisation business.

The employee should submit expense claims on a Organisation expenses form substantiated with relevant documents (for example VAT receipts, tickets and credit or debit car slips) to Finance for payment after they have been signed as approved by the employee’s line manager. Any expense form not completed in accordance with this procedure will be returned to the claimant and no payment will be made until the form is correctly completed.  

Expenses must be authorised in advance where required.

These procedures are designed to comply with income tax, national insurance and VAT legislation.  Where any expenses are claimed which could be deemed not to be wholly, exclusively and necessarily incurred in the performance of one’s duties, then this may result in an income tax and/or national insurance liability arising and shall be reported on the employees’ P11D.

Claims submitted more than 3 months after the expenditure has occurred will not be reimbursed.
Expense claims must be submitted to Finance as requested each month.  Payment will be made monthly into the employee’s bank account.

Business Travel

All travel bookings should be standard class unless specified otherwise by a client.
Decisions regarding the method of travel to use should be based on the ‘least cost option’, taking into account the number of people travelling, itinerary etc.  

Trains. The Organisation will reimburse the cost of standard class travel on submission of a receipt with an expenses claim form.

Taxis. The Organisation do not expect employees 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.

Car. Where it is cost effective for employees to use their car for business travel, and they have been authorised to do so, they can claim a mileage allowance as set out below. They can also claim for any necessary parking costs which must be supported by a receipt or the display ticket.

Air travel. If an employee is required to travel by plane in the course of their duties they should discuss travel arrangements with their line manager in advance. 

The Organisation will not reimburse penalty fares or fines for parking or driving offences, other than at its discretion in exceptional circumstances.

Mileage

For those employees who are authorised to use their own vehicle for business use, reimbursement will be according to HM Revenue and Custom’s Approved Mileage Allowance Payments.  Staff should ensure that their insurance covers their vehicle on Organisation business and employees should only carry passengers if the policy permits. Where more than one member of staff attends the same meeting it is expected that staff will seek to car share whenever possible. There will be no additional rate payable for passengers nor will passengers be able to claim mileage or fares in lieu. 

For the avoidance of doubt, home-work-home journeys are not classed as business. The business mileage claimed must always be net of the individual’s normal home-work-home mileage.  Travel which is mainly for an employee’s own purpose and travel which, whilst undertaken on the Organisation’s behalf, is similar or equivalent to travel between an employee’s home and usual place of work, will not be treated as travel in connection with the Organisation’s business.
Subsistence

Subsistence may be authorised for employees who are required to work away from their normal place of employment.  Such expenses must be agreed in advance with the Line Manager and claimed on an expense claim form accompanied by receipts.

The following maximum payment rates apply.  Should an employee wish to pay more, the Organisation will reimburse only the level outlined below:

Dinner
A maximum rate of £20.00 will be paid for employees who, whilst out of their own region, or accommodated at the expense of the Organisation, require an evening meal.

Lunch
A maximum rate of £10.00 will be paid for employees who, whilst out of their own region, require a lunch meal.

Breakfast
A maximum rate of £10.00 will be paid for employees who, whilst out of their own region, require a breakfast meal.

Hotel Accommodation

Hotel bookings may be made by the individual or the Organisation. Prior to booking any hotels the employee should seek approval from their line manager. The Organisation credit card may be used wherever possible to prevent staff from having to reclaim expenses but only employees authorised to use the Organisation credit card should do so.  
Business Entertaining

If staff, as part of their duties, are required to entertain clients on behalf of the Organisation and incur expenses on the Organisation’s behalf they may, at the discretion of the Organisation, be afforded facilities for such expenditure in the form of a Organisation credit card.  All other staff should obtain prior approval from the appropriate manager if they are considering any kind of client entertainment.  All employees must adhere to any budget which has been agreed in advance. 

Receipts for business entertaining must support Organisation credit card bills. 
When entertaining clients, employees must comply with the Organisation’s Anti-Bribery and Corruption Policy at all times. 
Authorisation Levels

Where expenses are being claimed out with any approved level, prior authorisation will be required by the appropriate manager.

Accepting or Offering Inducements

Employees who accept or are offered any kind of gift or hospitality must ensure that they comply with the Organisation’s Anti-bribery and Corruption Policy at all times.   For avoidance of doubt, all employees must declare gifts to management.  
Breaches of this Policy

Any abuse of the procedure will be dealt with under the Disciplinary Policy and action may be taken up to and including dismissal for gross misconduct.
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