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Freedom of Information Statement 
 
This policy is suitable for publication in its entirety in accordance with the Freedom 
of Information Act 2000. (UK SBS is legally obliged to proactively publish its 
policies in full.  Guidance is to be sought from the Records Manger when a policy 
is considered unsuitable for publication) 
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1. Policy Aim and Scope 
1.1. This document explains the UK Shared Business Services Ltd (UK SBS) policy 

for travel on official business and the reimbursement of expenses incurred while 
on business away from a person’s normal place of work.  This includes 
attendance at training courses as well as travel for business meetings. 

 
1.2. Hospitality expenses, i.e. the entertaining of special visitors, which is subject to 

the specific approval and control of the Executive Team, are not covered by this 
policy. 

2. Applicability 
2.1. This policy applies to all employees, directors, non-executive directors and 

contractors.  All usage of the word “employee” in the policy includes all of the 
above unless otherwise stated. 

 

3. Policy Detail  
3.1  Overall Principles 

3.1.1 All employees travelling on business for UK SBS are required to notify their 
manager of their itinerary and contact details prior to departure.  Employees 
should ensure they are fit to undertake the journey and consult a doctor 
beforehand if there is any doubt.  UK SBS travel insurance does not cover any 
travel taken against the advice of a medical practitioner.  In particular, if 
travelling on Company business by car, whether hired through the Company’s 
preferred supplier or driving their own car, employees must take all reasonable 
precautions to ensure their safety as detailed in the Company’s Health and 
Safety Policy. 

 
3.1.2 An employee should not be financially out of pocket as a result of undertaking 

official business travel. Similarly, employees should not make a profit from 
travelling on behalf of UK SBS. 

 
3.1.3 Rules and guidelines relating to such expenditure will take into account both the 

need to meet appropriate standards (for example of travel and accommodation) 
and the protection and welfare of those travelling. 

 
 
 

3.2 Value for Money and General Rules 

3.2.1 Only costs that are necessary and additional to normal daily expenditure 
should be claimed and reimbursed.  

 
3.2.2 Necessary expenses are those essential to you conducting your business 

away from your usual place of work.  The Company expects to reimburse 
meals for which you would not normally have to pay (within the guideline 
amounts) and any expenses directly related to doing your job whilst away from 
your usual place of work.   

 
3.2.3 Additional means that you should only claim for expenses over and above 

those you would usually incur whilst working at your usual place of work.  
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It is not expected that, if you do claim for lunch, you reduce your claim by the 
amount that you would usually spend but you should consider, for example, 
whether you should claim for a meal at all.   

 
3.2.4 When undertaking any travel you must ensure that best value for money is 

achieved for UK SBS.  You should plan any trip carefully and give 
consideration to all costs incurred, and:   

 
 Ensure you have line manager approval before booking your 

journey. 
 Is your journey really necessary?  Is there any scope for your 

meeting to be held in the office (and have visitors come to you)? 
 Can the objective of your journey or meeting be accomplished by 

other means e.g. teleconference or videoconference? 
 Consider whether one employee can attend a meeting/event rather 

than sending two or more.  
 If more than one employee is travelling to the same destination, 

consider different methods of travel (e.g. 3 people sharing a car hire 
could be less expensive than 3x train tickets) 

 Where practicable and possible, schedule meetings for a time of day 
that allows participants to travel off-peak to and from the venue.  

 Book all travel via Redfern. 

3.2.5 For economic and environmental reasons, public transport should be used 
wherever practicable. When other forms of transport have to be used (e.g. 
private cars, hire cars and taxis), consideration should always be given to 
sharing vehicles if two or more people are travelling to the same destination.  

 
3.2.6 When making travel arrangements consideration should be given to the cost-

effectiveness, environmental impact and the proper use of public money.  
Some examples of good practice are:  

 
 Usage of public transport when possible   
 Usage of electric vehicles  
 Sharing of private transport  
 Usage of any available special fare deals for public transport  
 Usage of discounted rates for hotels  
 Remote working rather than a return to normal place of work  

3.2.7 The cost of travel from home to a normal place of work is never a 
reimbursable expense (even if for overtime or weekend working) as it would 
be considered a taxable benefit.  If travel is required to another UK SBS site, 
claims for mileage must only be made once the mileage from home to the 
normal place of work has been deducted.  For example if an employee 
normally travels 5 miles to work but is required to travel 20 miles to another 
UK SBS site the mileage claimable is 15 miles.  

 
3.2.8 Any expenditure which is excessive, or not properly justified, will not be 

reimbursed by UK SBS.  An employee’s line manager is the initial judge of 
this but in case of doubt or dispute the decision of the Head of Corporate 
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Finance is final.  Any behaviour regarding expenses which gives rise to 
concern will be regarded as a potential disciplinary offence.   

 
3.2.9 Those claiming expenses, and their managers, are responsible and 

accountable for all budgetary decisions in respect of travel arrangements.   
 
3.2.10 If more than one person is covered by any reimbursable activity (e.g. the 

sharing of transport or a meal) the expense claim for that activity/meal must 
be submitted by the most senior person present and cannot be approved by 
any person covered by that claim.  Any breach of this principle will be brought 
to the attention of the manager responsible for those involved and will be 
regarded as a potential disciplinary offence. The names of all covered by the 
shared activity must be listed on the expense claim.  

 
3.2.11 If a customer is also covered by a reimbursable activity e.g. a meal, the 

names of all those covered by the shared activity must be listed on the 
expense claim.  

 
3.2.12 Contractors working at UK SBS must not enter expense claims through the 

UK SBS iExpenses system or submit expenses via the non-employee 
expense process. Contractor expenses must be invoiced to the company by 
the contractor’s agency/company, with the correct Purchase Order cover. 

  
3.2.13 Other than contractors, non-employees (eg Board Members) are to submit 

claims via a non-employee expense form.  This form must be fully completed, 
coded and authorised before submitting to AP processing with all receipts 
attached.  

 

3.3 Accommodation and Subsistence  

3.3.1 Reasonable, actual expenditure incurred on overnight accommodation, 
meals and transport will be reimbursed, provided it is receipted and within the 
limits set out at Annex A. 

 

3.3.2 Where meals are provided, for example as part of training 
courses/conferences or on aeroplane journeys, no additional claims for 
subsistence should be made.   

 

3.3.3 Those working away from their normal place of work, but based at another 
UK SBS site, are not entitled to claim subsistence whilst on site. If an 
overnight stay is required the employee will be entitled to claim for an evening 
meal.  

 

3.3.4 Claims for alcohol must not be submitted, even if taken with a meal. If 
claiming for a meal in which alcohol was consumed, the cost of alcohol must 
be deducted from the expense claim.  

 

3.3.5 There is no flat-rate allowance payable for staying with "Friends or Family”.   

 

3.4 Rail Travel  

3.4.1 Normally standard class rail travel must be used for all journeys in both the 
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UK and abroad. Rail tickets should be purchased via Redfern and if this is not 
possible prior authorisation must be sought from the line manager to claim the 
costs through expenses.  

 

3.4.2 Where a season ticket is held which covers all or part of a business journey, 
reimbursement will be limited to any excess cost incurred.  

 

3.4.3 Contractors working at UK SBS must have rail travel booked by an UK SBS 
employee through Redfern.  If this is not possible and rail travel is booked by 
the contractor, the cost must be included as part of the contractor’s invoicing.    

 

3.5 Road Travel  

3.5.1 Private Motor Vehicles  

3.5.1.1 Those wishing to use their own private cars on UK SBS business must seek 
prior authority from their manager.   

 

3.5.1.2 Where private motor vehicles are used for travel, the costs incurred will be 
met by the payment of the standard mileage rates (usually the HMRC 
standard rates). See Annex A for details of current rates and thresholds. 
 

3.5.1.3 Employees in receipt of a company car allowance are only permitted to claim 
mileage at the lower mileage rate (See Annex A) 

 

3.5.1.4 Journeys should normally be taken by the shortest route. If a longer route is 
taken in order to save travelling time (e.g. to avoid road works), an 
explanation must be provided to support any subsequent mileage claim.  
When an employee starts a journey from their home, rather than the office, 
payment will be restricted to the equivalent mileage from the office, if this 
distance is shorter.  

 

3.5.1.5 Individuals must ensure before making the journey that:-  

 The vehicle has a valid excise licence; 

 The vehicle is roadworthy and, if over 3 years old, has a valid 
MOT certificate; 

 They hold a valid UK driving licence for that vehicle;  

 There is no medical reason, of which they are aware, why they 
should not drive; and 

 Their motor insurance cover extends to business use. Private 
vehicles cars should only be used for work if they are insured to 
do so (most policies will include cover for Occasional Business 
Use, but this must be checked by the driver). Any cost incurred to 
extend a car insurance to include Occasional Business Use will 
not be reimbursed by UK SBS as the mileage rates in Annex A 
are designed to cover the total cost of personal car usage, 
including insurance.   

 

3.5.1.6 UK SBS accepts no liability whatsoever where someone undertakes a 
journey without satisfying the above criteria.  
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3.5.1.7 The following vehicles are regarded as private.   

 A vehicle owned by an employee (or employee’s spouse/partner) 
and registered in an employee’s name (or employee’s 
spouse/partner). 

 A vehicle being bought on credit terms and registered in an 
employee’s name (or employee’s spouse/partner). 

 A vehicle hired in an employee’s name.   

3.5.1.8 The Company reserves the right to make occasional checks to confirm the 
validity of driving licences and insurance policies held by employees wishing 
to use vehicles on official business.   
 

3.5.2 Car Hire  

3.5.2.1 Car Hire is not permitted by those who receive a company car allowance. 
 

3.5.2.2 Car hire must be booked through the Company’s approved supplier, currently 
Enterprise. 
 

3.5.2.3 The usual standard of hire vehicles will be Group B (1100-1600cc), but Group 
C (1800-2000cc) vehicles will be allowed when three or more people are 
travelling together.   
 

3.5.2.4 Before driving hire vehicles, the external physical condition of the vehicle 
should be checked and ensure that this is consistent with the check form in 
the vehicle. Any anomalies identified (e.g. additional dents or scratches in the 
bodywork) should be entered on the check form. 
 

3.5.2.5 Money spent on fuel should be claimed using iExpenses – it is incorrect to 
claim mileage allowance when hiring a car. At the end of hire, the vehicle 
must be returned with a full tank of petrol/diesel. Failure to do this usually 
results in the levying of additional costs (in the form of premium charges for 
fuel) by the car hire company.  Any such premium charges levied by 
Enterprise will be recouped from the individual.   
 

3.5.2.6 UK SBS is charged a 24 hour rate, not a day rate. We are also charged extra 
for out of hours (0800 – 1800) delivery/collection. If you do need to set off 
early in the morning (but will be finished by 1700), consider getting the car 
delivered at 1730 the previous evening.  You will avoid the out of hours 
charge and just be charged the standard 1 day rate.  

 

3.5.2.7 Delivery and collection to a home address is more expensive than delivery 
and collection to a work address.  Where your journey allows, please have the 
vehicle delivered and collected from your business address. 

 

3.5.2.8 Enterprise offers a free pickup and drop-off service. They will pick you up 
(from either home or work), take you to the local depot to begin your hire 
journey; when you have finished and returned the car to the local depot, they 
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will then take you home/back to work.  Consider whether your timescales for 
travel allow for this option to be used.  

 
3.5.3 Additional Road Travel Expenses 

3.5.3.1 UK SBS will reimburse necessary and reasonable toll and parking costs; 
parking fines and driving penalty fines will not be reimbursed. 

 
3.5.4 Taxis  

3.5.4.1 Taxis should normally only be used for short, local journeys (e.g. transport to 
or from a railway station) where no public transport is available or where the 
use of public transport would be difficult (e.g. the transportation of heavy 
luggage), potentially dangerous (e.g. travel late at night) or not cost-effective 
(e.g. because of the extra travel time it would entail). The actual, receipted cost 
of taxis will be reimbursed.  

 
3.6 Air Travel  
3.6.1 Air travel must be pre-authorised prior to departure.  For cost and 

environmental grounds, Eurostar should be considered, when appropriate. 
 

3.6.2 Air travel with a scheduled flying time of under 8 hours must be by economy 
class.  Business class can only be used if ticket flexibility is an essential 
business requirement.  

 

3.6.3 Air travel by business class is acceptable for long-haul flights (with scheduled 
flying time of 8 hours or more).   

 

3.6.4 Those travelling abroad on UK SBS business must ensure that they hold valid 
passports and, where applicable, visas.  Costs associated with visas may be 
reimbursed; however, any such costs need to be agreed in advance with the 
line manager.  

 

3.6.5 The cost of any unavoidable medical expenses (e.g. inoculations) incurred 
specifically for overseas business trips will also be refunded.   

 

3.6.6 In planning itineraries, allowances should be made for adequate periods of 
recuperation between the stages of long-haul flights and before commencing 
duty after such flights.   

 

3.7 Gratuities  

3.7.1 Gratuities will only be reimbursed if the service charge is included in the price 
of the meal.   
 

3.8 Exceptions  
3.8.1 It is recognised that not all circumstances where necessary expenses could be 

incurred are covered in this policy. Accordingly, where the normal application 
of the rules might lead to someone being out of pocket, special arrangements 
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may be made. Specifically, there may be rare occasions when it is not possible 
to restrict expenditure to the indicative upper limits for subsistence; for 
example, a shortage of accommodation caused by some special event in a city 
or high "captive audience" meal prices in a remote location. The written 
authorisation of a function Director should accompany any claims that exceed 
guideline limits, and, wherever possible, be obtained prior to travel. Both the 
individual concerned, and their line management, are accountable for such 
decisions and every effort should be made to organise business in such a way 
that the necessity for incurring excess expenditure is avoided.  

 
3.8.2 There may be some events attended by employees where exceptions will 

recur. In these circumstances, the Director responsible may issue a blanket 
clearance confirming the higher indicative rates that will apply in such a case. 
Employees should make themselves aware of, and ensure that they comply 
with, any such special arrangements.  

 

3.9 Special Cases  

3.9.1 There are a number of unusual circumstances where special allowances or 
dispensations from the normal rules are allowed. These are recounted in this 
section.  

 
3.9.2 Allowances during sickness  
 
3.9.2.1 If a person is ill whilst away from the office on official business, and is unfit for 

travel, the cost of any accommodation and meal expenses incurred during the 
period of illness will be reimbursed in accordance with normal arrangements.  

 

3.9.3 Disability dispensation  

3.9.3.1 Those who, because of a proven disability, cannot travel by public transport or 
hire car may travel by private motor vehicle.  

 

3.10 Employee Expense Claims  

3.10.1 Employees are individually responsible for the accuracy and compliance of 
their expense claims and the expenditure decisions taken that lead to costs 
being incurred.  Such decisions should only be taken by employees once they 
have familiarised themselves with this travel and subsistence policy.  

 
3.10.2 Claims should be submitted via iExpenses no later than 4 weeks after the 

date of return from travel (this is to ensure the accuracy of financial 
information and efficient processing).  Late submission may result in 
disallowance of a claim. 

 

3.10.3 All necessary fields in iExpenses must be completed by the employee in 
order for the claim to be considered for approval. Full details of expenditure 
must be provided to support any expense claims. This includes explanations 
for any items of unusual expenditure.  

 

3.10.4 Receipts must be submitted to support all claims for actual expenditure. 

 

3.10.5 Any claims that are considered unreasonable, or any expenses that could 



 
 
 

 

Page 10 of 11 

have been avoided had a journey been better planned, may be disallowed in 
whole or in part.     

 

3.10.6 An employee making an expense claim is providing confirmation that:   

 The journey(s) to which the claim relates was necessary for the 
pursuance of UK SBS business and  

 Due account has been taken of cost-effectiveness in the travel 
arrangements and  

 The expenses claimed are reasonable and in compliance with UK 
SBS’s travel and subsistence policy and  

 The claim has been completed fully, and all necessary details and 
explanations have been provided.  

 

4. Implications of the Policy 
 
4.1 There are no training, resource or equipment requirements of this policy and 

no implications or effect on other policies or processes. 
 

5. Monitoring and Review 
5.1 The Head of Corporate Finance is responsible for reviewing the application of 

this policy.   
 

6. Who to Contact about the Policy 
6.1 In case of queries please contact the Head of Corporate Finance. 
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Annex A:  Subsistence claim limits and mileage rates 

MEAL LIMITS 

Maximum meal expenses – upper limits for actual, receipted expenditure 

Breakfast  meal limit  (where not included in B&B tariff) £7.50 inc.VAT 

Lunch meal limit £15 inc.VAT 

Evening meal limit £25 inc.VAT 

Note: these are upper limits for the maximum amount of actual, 
receipted expenditure for which an employee will be 
reimbursed.  This is not a flat-rate allowance.  

 

 

ACCOMMODATION LIMITS 

Maximum accommodation rates – upper limits for actual, receipted 
expenditure 

   London                                      (including breakfast) £150 inc. VAT 

   Elsewhere in the UK                  (including breakfast) £120 inc. VAT 

   Overseas  
Local currency 
Equivalent of 
£120 

Note: these are upper limits for the maximum amount of actual, 
receipted expenditure for which an employee will be 
reimbursed.  This is not a flat-rate allowance. 

 

 

MILEAGE RATES FOR USE OF PRIVATE VEHICLES 

Mileage rates if employee does not receive a car 
allowance 

 
Cars  
Higher mileage rate (first 10,000 annual business miles) 45p per mile 

Lower mileage rate (over 10,000 miles) 25p per mile 

   

Motorcycle mileage rate  24p per mile 

Bicycle mileage rate 20p per mile 

   

Mileage rates if employee receives a car allowance 
 

Cars only 25p per mile 

 
A Passenger Supplement of 5p per mile may be claimed in conjunction with the 
mileage allowance in respect of each official passenger conveyed, whose fare would 
otherwise be payable from UK SBS funds. 


