Portsmouth Disability Forum               

Travel Expenses and Allowances Policy

1   Business Travel

1.1   If your Job Description requires you to travel, you will be required to possess a full, current driving licence and to provide a suitable vehicle for use in the course of your employment.  You will be reimbursed for travel from your normal place of employment and agreed point or your home, whichever is the nearest to your destination.

2   Home to Office Journeys

2.1   Daily travel between your home and your workplace is generally your own responsibility.  It is only in exceptional circumstances that a payment may be made for mileage allowances for use of a private vehicle for this journey.  The principal exception is if you are required to make an additional attendance outside normal working hours or you are a home worker.

2.2   Portsmouth Disability Forum (PDF) will meet all relevant travel and subsistence costs if you need to travel on official business, as follows:  

· You are required to ensure you use the most efficient and economic means of travel, taking into account the cost of travel, the cost of subsistence and savings in official time.  More expensive means of travel will be authorised only when justified by an operational benefit agreed in advance.  All unnecessary travel must be avoided.

· If you are travelling on official business you must take advantage of any cheap facilities which may be available, for example, day return or season tickets, where their use is consistent with the efficient and economic conduct of the official business.

· If you consider that your proposals for travel involve a novel or contentious application of these principles, please obtain your manager’s approval first.  

· The company reserves the right to refuse to meet the whole or part of claims in respect of unreasonable expenses or expenses which could have been avoided had the journey been better planned. 

· The Inland Revenue’s Approved Mileage Allowance Payments (AMAP) simplifies the tax treatment of motor mileage allowances and is based on mileage allowances calculated by the Inland Revenue each year to reflect the typical costs of using a private car for business purposes.  The current rates are shown below:

2.3 

	All Classes - Standard rate
	

	First 10,000 business miles in the tax year
	40p
	

	Each mile over 10,000 miles in the tax year
	25p
	1 

	Bicycle rate
	20p
	2 


3   Rail Travel

3.1   Standard class travel should be used at all times.  Employees may exceptionally claim first class expenses for overnight travel if travelling alone or unable to share a standard class berth with a colleague, or if they certify that a seat could not be found in a standard class compartment.  

Booking in advance saves money.  Tickets should be booked via central administration. 

4   Taxi Fares

4.1   Taxi fares may be reimbursed only in the following circumstances:

· for journeys for which there is no other suitable method of public transport;

· when heavy luggage has to be transported to or from terminal stations;

· where the saving of official time is important, or;

· where you would otherwise be placed at personal risk in order to undertake official business eg a late night journey that could involve waiting at a lonely bus/railway station.

5   Submission of Claims

5.1   You should submit claims promptly on the prescribed forms available from your manager and take note that claims submitted later 17th of the subsequent month will be held over until the following month for payment (unless there is good reason for the delay). 

5.2   You must ensure your claims for travel and subsistence allowances have been counter-signed by your Service Manager.

6   Loss of or Damage to Personal Property

6.1   The company does not accept responsibility for and cannot be held liable for the loss of, or damage to, any of your personal property, either in this country or abroad when travelling on official business for the company. 

7 Travel by Private Vehicle on Official Business

7.1

· You can only legitimately claim for expenses which you actually and necessarily incur in the course of official travelling using your own private vehicle.  The reimbursement is by means of a motor mileage allowance.  
· Congestion charges and bridge tolls should be claimed for on the travel and subsistence claim form, which is available from Central Administration.

· The company will not reimburse you for penalty fines for parking, speeding or congestion penalties.

8 Eligibility for Payment of Mileage Allowance 
Please also see PDF’s ‘Driving at Work Policy’ 

8.1   For the purposes of payment of the motor mileage allowance, the following may be regarded as a private vehicle:

· a vehicle owned, or a vehicle being bought on hire purchase, and which in either case is registered in your name;

· a vehicle hired by you under a long-term contract (one year or more);

· a vehicle registered in your partner’s name, provided that the insurance requirements below are complied with.

8.2   Normally, the motor mileage allowance will be paid to you when driving your own private vehicle.  However, payment of the motor mileage allowance may also be given in the following circumstances:

·  if you are travelling on official business in a vehicle which you own but which, on that occasion, is being driven by another person,  or;

· Subject to the insurance requirements below, when your car is being used solely on official business, for example, to take you to the airport, for which both the outward and return journeys can be claimed for even though you had only made one of the journeys personally.

9   Mileage Rates

9.1   Subject to the insurance requirements below, you may claim the standard motor mileage rate for journeys which are most cost effectively undertaken by using your private motor vehicle.  That is where the journey could not feasibly and more economically be undertaken by means of public transport.  

10   Insurance

10.1   If you are using your own private motor vehicles for official business you must ensure your insurance policy covers you to use the vehicle in connection with the business of your employer and that you have met the requirements of PDF’s Driving at Work Policy
11   Loss or Damage

11.1   Subject to the provisions of the following paragraph, the company would not reimburse you for any loss or damage resulting from the use of your private motor vehicle on official business whether or not the cost of such loss or damage can be claimed under your insurance policy.

11.2   If your insurance policy is subject to an excess clause, the company will reimburse the cost of any loss and damage which cannot be recovered from the insurance official because of the operation of that excess clause, provided that:

· the irrecoverable loss or damage does not exceed £165;

· any loss or damage occurred whilst you were on official business;

· if you obtain reimbursement from any other party then you will repay to the company any monies originally paid by it under this provision;

· the loss or damage was not due to your negligence.

12   Accidents

12.1   In the event of an accident involving other parties, you should obtain their names, addresses, registration number(s), and insurers and also the names and addresses of witnesses.  You should not admit liability to any third party at the scene.  You must inform the Principle Officer if you are involved in any road traffic offence during normal working hours which may result in police action being taken.

13   Theft

13.1   In the event of the theft of a hired car or any of its contents you should inform the police immediately it becomes known and, thereafter, the hire official.  You will be required to submit a written report of the incident to your Service Manager. 

14   Subsistence

14.1   The company will pay subsistence to you if you necessarily incur additional expenses when you are away from the home or office as a direct consequence of your official duty.  

14.2   You may claim the Day Subsistence Allowance when periods of absence from the office are:

· more than five hours  (half day), to cover lunch;

· more than ten hours (full day), to cover lunch and dinner;

14.3   Where costs exceed the above allowances, these cannot be claimed for, unless there are exceptional circumstances and the prior approval of the Principal Officer is given.

14.4   A Day Subsistence Allowance may not be paid when meals are provided at no cost to you.

14.5   Current day subsistence rates are as follows:

	Day Rates

	Lunch
	Dinner

	A maximum of £7
	A maximum of £15


16   Overnight Allowance

16.1   All claims for this allowance must have been agreed with your Service Manger. All bookings will be made through Central Administration. 

17   Approval and Amendment History

Authorised at Trustees’ Meeting held July 2012

Amendment History

	Issue
	Date
	Changes
	Rationale

	1
	July 2012
	N/A 
	N/A
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