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INTRODUCTION

Travel, subsistence and hospitality account for 5% of the University’s non pay  spend which involves the use of many different suppliers and the processing of thousands of staff expense claims. Therefore, it is imperative that this expenditure is controlled and processed in the most cost effective way to obtain the best value for money for the University and to ensure proper use of public funds.

Factors taken into account in assessing value for money will include: cost, commercial risk, comfort and convenience as well as the indirect costs of making arrangements and organising payments.

The Approved Travel Provider should be used at all times for Air and Rail Travel as per the Financial Regulations, Appendix 1 Para 5.4. There are significant costs associated with obtaining alternative quotations, which could offset any potential savings.  Procurement Services will constantly benchmark the Approved Travel Provider against competitors on Transatlantic, Far East and European flights as well as more complicated passenger itineraries. Their service levels will also be closely monitored to ensure they are meeting the Service Level Agreement.
The policy and instructions contained in this manual have been prepared to comply fully with Income Tax and National Insurance Contributions (NIC) regulations. They are applicable to all employees in all departments of the University. Provided claims are strictly in accordance with the terms of this policy, no additional tax or NIC liability should arise to the employee or the University and employees need not report details in their tax returns.

Failure to adhere to the procedures in this policy is a breach of the University's Financial Regulations and therefore a disciplinary matter.

Objectives of the University’s Policy
1.
To obtain maximum value for money from the University’s expenditure on travel, subsistence and hospitality;

2.
To ensure that the University’s expenditure on travel and subsistence represents only the necessary and reasonable costs incurred by or on behalf of staff who are properly engaged on University business.

3.
To reimburse staff promptly for expenses properly incurred on University business;

4.
To minimise the cost of administering this expenditure, especially indirect costs represented by the time spent by members of staff on making travel arrangements and submitting claims for reimbursement of expenses;

5.
To provide information to enable Spending Officers to control expenditure and to 
monitor adherence to University policies and procedures.
SECTION 1 - LONDON METROPOLITAN UNIVERSITY POLICY
1.1 Definitions

Official Business - authorised, necessary business whether emanating from research grants, contracts and any other source of income carried out in relation to the London Metropolitan University and subsidiary companies which, for legitimate reasons, cannot be carried out at the University premises.

Domestic Travel - travel on Official Business, to any location within the UK.

Overseas Travel - travel on Official Business, to any location outside the UK.

Hospitality - a necessary and reasonable cost incurred in entertaining third parties for an approved purpose, which is consistent with the achievement of the University=s Corporate Objectives.  Only in exceptional circumstances can entertainment include University employees only or should the ratio of staff to guests exceed 1:1(exceptional circumstances must be agreed in advance in writing by either the Vice Chancellor or the Director of Corporate Services).

Subsistence - a necessary and reasonable cost of meals and/or accommodation incurred by or on behalf of University employees and/or its authorised agents engaged on Official Business.

1.2 Travel
This section sets out the University’s policy in respect of travel on Official Business.  It specifies the procedures to be undertaken and the considerations to be borne in mind when arranging all such travel.  This also includes travel emanating from research grants, contracts and any other source of income.

When considering any journey which will be charged to the University, including research grants, the requirement to travel must be assessed in terms of benefit to the University, convenience to all those concerned and time taken/lost as a result of the requirement.  The budget holder funding the travel must be convinced that the travel is necessary.

All travel must be authorised by the budget holder who is responsible for making the resource available.  They must agree that the travel is necessary and it is their authorisation that must be sought for any arrangements that are made outside the guidance detailed in this policy.  

In no case will payment be made for journeys between home and the normal place of work.
The University will not meet any costs relating to the accompanying spouse/partner or family member of an employee travelling on University business.

1.3 Procedural Issues

The Approved Travel Provider must always be used unless it can be demonstrated that there is a material saving to be made by booking with an alternative supplier.  The Approved Travel Provider must always be asked to quote the lowest possible fare in addition to any other travel options available for the journey to be undertaken.

If The Approved Travel Provider offer a significantly less competitive price or is unable to make the necessary arrangements a specialist agent may be used, but a quotation must first be obtained from The Approved Travel Provider and retained as proof of their lack of competitiveness.

Procurement Services should be informed immediately of all such instances so that an investigation can be undertaken to ascertain the reason.  It should be noted that there can be significant indirect costs associated with obtaining alternative quotations which could offset any potential savings.

1.4 Making Travel Arrangements
i) All transactions relating to travel (except meals and taxis) must be made by the use of a rail/air University Travel Requisition form.

ii) Travel arrangements made with The Approved Travel Provider must not be paid for by an individual and subsequently reclaimed via the University expenses system.  This procedure imposes very high indirect costs on the University.

iii) Personal/family travel must not be arranged using the University purchase ordering system. Arrangements for spouses must be made separately with The Approved Travel Provider (or in accordance with paragraph 5.4 in appendix 1 of the Financial Regulations)

1.5 Travel by Road

1.5.1 Private Vehicles

Apart from local journeys private vehicles should only be used when it can be demonstrated that this mode of transport represents the most economical and practical method of completing a journey, e.g. there are a large number of passengers, a destination difficult to access by public transport is to be visited or equipment has to be carried.  In such cases the standard University mileage allowances apply(see section 2.2.3).

It should be noted that the University’s insurance policy does not cover the use of private vehicles for University business as the mileage reimbursement rates already include an element for insurance.  It is, therefore, the responsibility of the vehicle owner to ensure that 

cover under their personal motor policy extends to the appropriate business use, e.g. the carriage of passengers and/or goods.  If required such insurance must be arranged by the individual at his/her own expense. The vehicle owner must also ensure that the receipt of mileage allowance for business use does not invalidate their insurance.

Should a traveller elect to use his/her private vehicle in preference to a more economical means of transport, reimbursement will be made at the more economical rate for the journey and not necessarily the University rate for mileage(normally a standard class rail fare).

The University will not accept any liability for incidents arising from the use of a private vehicle being used on University business.
1.5.2 Hired Vehicles
A hired vehicle may be used for road journeys where this proves to be the most cost effective mode of travel (this is generally the case for journeys in excess of 150 miles). The University has a vehicle hire agreement in place which can supply a variety of vehicles from small cars to mpvs and vans. Details of this agreement can be found on Procurement Services Web Site. 

The University provides insurance cover for hire vehicles, so there is no need to take out the supplier’s collision damage waiver.  In such cases insurance will only be valid if the University insurers are provided with the full details of the vehicle to be hired, including registration number, prior to the transaction-taking place.  For further details contact the Insurance Assistant in the Finance Office (ext. 2543).

1.5.3 Taxis
Employees may claim reimbursement of the cost of taxi/private hire vehicle fares(of a standard nature) when undertaking business travel by Rail or Air, when it would not be reasonable to take a connecting journey via public transport.  Reimbursement for taxi fares should be claimed as instructed in section 2 of this manual. For all other travel from the University,  taxis or private hire vehicles(of a standard nature) should be booked through Transport Services.

1.6 Travel by Rail & Eurostar

All rail travel whether it be within the United Kingdom or abroad will be undertaken at second class or equivalent rates.  Tickets should be obtained via the Approved Travel Provider except in the following circumstances.

i)
when travelling with people from other institutions, organisations, companies etc., 
who hold reservations for another class of travel;

ii)
where booking of a valid, more cost effective ticket is available and a reasonable option for the journey, e.g. promotional fares etc.

iii)
where otherwise exceptionally agreed, in advance, by the Vice Chancellor.

Where itinerary changes become necessary, the most convenient facility with the required necessary service should be used AND unused or partially used tickets should be retained for submission with the relevant expenses claim form (returned for refund).

1.7 Travel by Air
The Approved Travel Provider must be used in preference to any other supplier.  Full advantage is to be taken of APEX, consolidated and other discount fares for all air travel.  Travellers may not specify a particular carrier solely to gain air miles or any other loyalty points. Air Miles or Loyalty Points which are accrued to an individual as a result of business travel on behalf of the University must only be used for future business travel.

1.7.1 Domestic and European Travel

All domestic travel, that is travel within the United Kingdom and Europe, will be undertaken at the least expensive economy budget fare.  

1.7.2 International Travel outside Europe

Such travel must be in Economy class (or equivalent) but the Director of Corporate Services may, on long journeys ie. those scheduled to be single journeys of Eight hours or over or in other exceptional circumstances authorise business class travel.

All members of Frequent Flyer Programmes must be registered with the University.  

1.8 Travel Insurance

All personnel paid by the University are automatically covered on the University=s Business Travel Insurance. Full details of the policy are available from the Finance Department (ext. 2543) or by looking at the insurance site on Procurement Services Web Pages where a travel proposal form is available online.

1.9 Accommodation
1.9.1 Domestic Hotel Accommodation
i) Hotel accommodation may be arranged by employees travelling on business, when the journey time including the business to be conducted exceeds a total of 12 hours (e.g. a lengthy meeting or multiple-day conference).  When hotel accommodation is booked, this should normally be at no more than of a UK 3 star standard or equivalent.  The University has access to special rates with hotels around the UK arranged by the Office of Government Commerce(OGC).  Details of all such arrangements can be obtained from Procurement Services Office on Ext. 2095 or by visiting the Procurement Services Web Site. Hotels should be booked well in advance to take advantage of discounted rates.

ii) For visitors, (i.e. visiting lecturers or external examiners) the University has negotiated special rates with a number of hotels in the London area. Details of these arrangements can be found on Procurement Services Web Site.

1.9.2 Third Party/Family and Friends

Where hospitality and overnight accommodation is given to a member of staff by a third party, staff may not claim the subsistence allowance.  However, the University will pay an allowance of £20.00 to cover the third party=s expenses.

1.9.3 Overseas Hotel Accommodation

Overseas accommodation may be booked through the  Approved Travel Provider, as part of the travellers itinerary whenever it makes economic sense to do so. Alternatively, travellers may use the University’s preferred suppliers by contacting Procurement Services who hold a list of rates for hotels worldwide.
1.9.4 Conferences and Courses

i)The University offers training courses in-house and the costs of these courses are borne by the University.  There will not normally be any need for an individual to incur business expenses for such courses.

ii)At its discretion, the University may bear the cost of external training courses.  The University may agree to meet the cost of the course where the training leads to the acquisition of knowledge or skills which are necessary for the duties of the employee=s present or prospective duties in their employment.  Any such courses must be approved in advance by the employee’s Dean or  Head of Professional Service Area and the Director of Human Resources.

1.10 Other Expenses
1.10.1 Meetings

Refreshments for meetings and other events involving only members of the University must be provided by in-house catering services.  A record of the purpose of the meeting and the number of attendees must be attached to the catering requisition prior to submission.  The above is an Inland Revenue requirement and a failure to comply may result in the person named on the document incurring a charge to tax and NIC for the entire bill.

Reimbursement will not be made for the cost of refreshments purchased privately and brought on to the University premises, even if used for an otherwise legitimate purpose (e.g. catering for a meeting).  The Health and Safety risks of such arrangements are high and the indirect costs involved in reimbursement are substantial.

1.10.2 Mobile Phones

i) Mobile phones are provided only where a specific operational need arises.  Where private use is made of the equipment, the employee will be required to pay the University the cost of calls made.

ii) The University will not reimburse employees for hiring, leasing or purchasing such equipment.  However, the University may meet the cost of business calls incurred by employees provided that detailed evidence of the costs is supplied with the expense claim form.

1.10.3 Professional Subscriptions

The University will not bear the cost of any personal professional subscriptions.  However, where the subscription relates to employee’s duties within the University, they may be able to obtain tax relief on the subscription paid in each tax year by applying direct to the Inland Revenue or incorporating the amounts in their tax return.

1.10.4 Publications

The University will make available to employees publications which are necessarily used in the performance of the employees duties except where publications are already made available in the libraries.  All subscriptions to academic and other journals must be paid through the purchase order route.  Publication subscriptions must not be paid by an individual and subsequently reclaimed via an expense claim form.  
1.10.5 Personal Expenses

Items which the University has agreed to provide under the terms of a member of staff=s contract of employment should be purchased using the Finance Ordering System. University funds should never be used to meet employees= personal expenses, even if these are work related. Examples of items which should always be purchased personally.

i)
Clothing and footwear for use at work(except where provided for by the University);

ii)
Personal communications (postage, fax, telephone);

iii)
Gratuities and gifts, including presents and flowers to colleagues;

iv)
Parties and celebrations;

v)
Travel between home and work;

vi)
Professional subscriptions.

SECTION 2- MAXIMUM ALLOWABLE REIMBURSEMENT
2.1 Definitions

Maximum allowable reimbursement - The maximum amount payable to an employee of the University(on production of receipts), for normal meals(i.e. lunch and/or dinner) and/or accommodation when engaged on Official University Business away from the place of work(amounts in excess of the maximum will not be reimbursed).

Hospitality - a necessary and reasonable cost incurred in entertaining third parties for an approved purpose, which is consistent with the achievement of the University’s Corporate Objectives, which is not to exceed the rates stated in 2.2.4. Only in exceptional circumstances can entertainment include University employees only or should the ratio exceed 1:1(exceptional circumstances must be agreed in advance in writing by the Vice Chancellor).

Subsistence - a necessary and reasonable cost of meals and/or accommodation incurred by or on behalf of University employees and/or students engaged on Official Business.
2.2 Expenses and Benefit Rates

2.2.1 Meal Allowances

Allowances for employees whilst away from the University and engaged in official business will be paid as follows:

i)
Business less than 3.5 hours away from the work place - Nil;

ii)
Business requiring between 3.5-7 hours away from the workplace - Up to ,15.00 (e.g. the cost of a simple lunch and coffee break);

iii)
business requiring more than 7 hours, but less than 24 hours away from the work 
place - Up to ,40.00 (e.g. the average cost of morning and afternoon coffee breaks, 
lunch and a reasonable evening meal).

2.2.2 Subsistence Allowances

Official business requiring an overnight stay will attract a 24-hour subsistence allowance.  An overnight stay is defined as: 

· Official business where an employee cannot reasonably travel to a destination, carry out the official business and return to the place of work within a 12 hour period. 24 hour subsistence allowance will not be paid when employees attend courses or conferences where accommodation and/or meals are included in the course or conference fee.

Subsistence allowance maximum journey are as follows:

i)
Central London: up to £170.00, i.e. £130.00 for hotel accommodation and £40.00 meal allowance; i.e £15 for Lunch and morning and afternoon coffees, £25 evening meal.

ii)
Elsewhere in the UK up to £130.00, i.e. £90.00 for hotel accommodation and £40.00 meal allowance; i.e. £15 for Lunch and morning and afternoon coffees, £25 evening meal.

iii)
Overseas: full details and receipts should be provided with the claim.

Reasonable expenses will be reimbursed. 

iv) 
Where accommodation and meals during the 24-hour period, exceed the above limits, any excess must be funded by the individual, unless a higher allowance has been exceptionally agreed by the Vice Chancellor in advance.

The University will not reimburse expenditure of a personal nature.  Reasonable business related communications expenses will be reimbursed.

Claims for subsistence and related expenses must always be supported by receipts.
v) 
Unless an Official University Purchase Order has been raised, Hotel bills must be settled by the traveller on departure, using travellers cheques, cash, or credit card.  This ensures that the bill is settled promptly and that queries can be dealt with immediately.  Itemised receipts must be obtained to support reimbursement by means of an expense claim form, in accordance with the University Financial Regulations.  

vi) 
Reimbursement will be made only for the cost of the room, reasonable evening meal, breakfast and one reasonable private telephone call.  Where meals are not taken in the hotel, separate restaurant receipts must be obtained.  Alternatively, employees may claim subsistence allowances as detailed elsewhere in this document.

It should be noted that items of a personal nature such as wine, other alcoholic drinks, video hire, newspapers etc., will not be reimbursed by the University.

Dry cleaning will be reimbursed if the member of staff is away for more than five days.

2.2.3 Mileage Rates

i) Standard Rate - ,0.35 per mile for the first 4000 miles per annum;

ii) Lower Rate - ,0.20 per mile for the 4001st and  subsequent miles.

2.2.4 Hospitality

i) Hospitality is defined as the necessary and reasonable costs incurred when entertaining third parties for an approved business purpose which is consistent with the achievement of the University’s Corporate Objectives.  In this context, reimbursement for reasonable entertainment, e.g. breakfast, lunch, dinner and/or wine etc.

Maximum Allowable Expenses per Head

Staff must bear in mind when offering hospitality, the amount spent relative to the strategic importance of the event.
Breakfast - 
,15.00

Lunch - 
,25.00

Dinner-
,35.00

These are the normal rates which can be varied to ,35.00 and ,50.00 for Lunch and Dinner respectively with the prior approval of the Vice Chancellor.
Only in exceptional circumstances can entertainment include University employees only or should the ratio exceed 1:1(exceptional circumstances must be agreed in advance in writing by the Vice Chancellor).
ii) It is imperative that business entertainment costs are correctly categorised on expense forms since these costs are disallowed as a deduction to the University for tax purposes.  It should be noted that ALL costs (including taxis, etc.) which are incidental to the entertainment should be categorised as >business entertainment.  If more than one employee is present at a business meal or entertainment event, it will be the most senior who will be responsible for payment of the costs.

iii) The giving of gifts and gratuities is not permitted without the express permission of the Vice Chancellor.  Reimbursement for such hospitality will only be provided where approval has been granted.

iv) Necessary and reasonable costs will be reimbursed on production of receipts, along with the following essential information:

a)
Written evidence of the Dean/Heads consent to the entertainment;

b)
The date, time and venue of the entertainment;

c)
The name(s) of attendee(s), i.e. University employees AND guests;

d)
The organisation(s) which guest(s) represent; and 

e)
The purpose of the entertainment

SECTION 3 HOW TO CLAIM REIMBURSEMENT
3.1 Claims Procedure

1.
Claims for Meal Allowance, Subsistence Allowance, Hospitality and other travel expenses such as mileage are paid once per week direct to bank accounts  and must be made using the PERSONAL EXPENSE CLAIM FORM, an example of which is provided in Appendix 1.

2.
All other claims must be made using the Petty Cash Form(maximum ,50), an example of which is provided in Appendix 2.

Nb  Requests for expenses must be received by the Finance Office on a Thursday to ensure payment for the following Tuesday.  Requests received after Thursday will not normally be reimbursed until the following week.

3.2 Authorising Claims

All claims must be authorised by the Authorised Spending Officer or line manager if you are the Budget holder.  The authorising signatory must not be the claimant.
If you have put expenses/hospitality/subsistence on the Visa Purchasing Card  the Purchasing Card Daily Log must be signed off by your line manager.

3.3 Requests for Advance Payment

i)
Advances will not normally be given.  However, in exceptional circumstances e.g overseas travel, approval may be granted by the Director of Finance.

ii)
Advances against expenses are paid out once each month and may be claimed subject to the following conditions:

iii)
Amounts advanced will be limited to the amount of anticipated cash expenditure and must be authorised in accordance with the authorisation procedures.

iv)
Advance requests must be made on Request for Advances Form.

v)
Advances must be cleared no longer than 10 days after the date of return to the University by completion of the PERSONAL EXPENSE CLAIM FORM.  The University reserves the right to recover any uncleared advances from any monies owed to the employee.

vi)
Advances may be made in foreign currencies where the employee is embarking on an overseas trip. 

SECTION 4 CONTACT NAMES FOR QUERIES
Accounts Payable

For travel expense claims, payment of Staff Development Forms & Conferences

Campus
North Campus

Contact
Laurence Few

Telephone
020 7133 2056

Fax
020 7133 2590

E-Mail
l.few@londonmet.ac.uk

Cashiers

Advance expenses, Travellers Cheques and Petty Cash claims

Contact
Cashiers

Telephone
020 7133 2062

Fax
020 7133 2590

E-Mail
s.maddox@londonmet.ac.uk

Procurement Services

For advice and guidance on Visa Purchasing Cards

Contact
Howard Wilson

Telephone
020 7133 2095

Fax
020 7133 2469

E-Mail
h.wilson@londonmet.ac.uk

Transport Services

Contact
John Atkinson

Telephone
020 7133 3135

Fax
020 7133 5189

E-Mail
j.atkinson@londonmet.ac.uk
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