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Expenses and Benefits Procedures Manual
This document explains the procedures for calculating and submitting expenses incurred on University business and the applicable travel and subsistence rates. In addition it details the University policy on a number of associated areas such as insurance, entertainment and subscriptions.  The procedures apply to all business carried out by or on behalf of the University and its subsidiary and associated companies, irrespective of the source of funding. The procedures apply to all employees of the University whilst conducting the business of the University.

Principles
The purpose of the procedures contained within this manual is to ensure that reasonable out-of-pocket expenses incurred by members of staff in the course of their University duties are reimbursed. The procedures will also ensure that no taxable benefit (profit) is paid which would lead to a tax liability either for the University or for the member of staff

An underlying principle is that the payment of expenses to a member of staff should always be authorised by a member of staff at a more senior level within the University.  In approving the reimbursement of expenses, the manager should review the level of expenses being claimed to ensure that value for money has been obtained.

Equal Opportunities
The University is committed to equality of opportunity and respect for individual diversity. The University aims to ensure that all of its policies and practices create an environment that respects diversity, promotes equality and eradicates unfair treatment and discriminatory practice. This manual is produced in accordance with the University's commitment to equality of opportunity and respect for diversity.
In implementing this manual, all decisions will be made on the grounds of individual contribution aligned with institutional strategy. Decisions will not be made on the grounds of the equality-protected characteristics, nor on a specific contractual basis (such as part-time or fixed-term employment contracts). The University's Equal Opportunities Committee will the monitor the implementation of procedures within this manual to ensure fairness.

Malcolm G Cutt
Director of Finance
August 2010 
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[bookmark: section1][bookmark: section3]1. Making an expense claim
The cost of meeting an expense should normally be met either by (a) the department in question arranging to pay directly for the expense on behalf of the employee, through the purchase ordering system or (b) the individual meeting the expense personally and subsequently seeking reimbursement from the University.
 
All claims for payment of travel, subsistence and incidental expenses shall be completed in a form approved by the Director of Finance. The approved forms and guidance are available from the Finance section of the intranet.
 
The expense form must not be used for claiming overtime payments or for other pay related entitlements. It must also not be used for goods and services which would be considered as operational.  Petty cash must not be used under any circumstances to reimburse an employee's expenses claim, other than in respect of amounts of less than £30.

The University will reimburse the actual travel and associated costs incurred during a business journey. Employees are expected to minimise costs without impairing the efficiency of the University and to avoid the University incurring any unnecessary expense. Reimbursement will be made providing the claim is supported by receipts (where receipts can be reasonably expected to be supplied).

An expenses claim must relate to costs incurred during travelling on University business including any necessary accommodation and subsistence costs arising. Expense claims should include any Value Added Tax (VAT) that has been incurred.

Where expenses have been incurred in a foreign currency, the £ sterling figure should be established by converting the foreign currency to a £ sterling equivalent figure based on the exchange rate ruling at the date the expense was incurred and the rate noted on the expense claim form.

Where the person making the claim is unable to establish the exchange rate ruling at the time the expense was incurred the claim should be returned to the Finance Office with a note to that effect. The Finance Office will then process the form using the exchange rate ruling on the day the expense form is processed.


 
When signing the claim form, the claimant declares that:
· Expenditure has actually been incurred and not previously claimed from the University or any other organisation; 
· Expenditure claimed has been incurred wholly, exclusively and necessarily in the performance of the duties of employment of the University; 
· No part of the claim relates to personal holidays or private business activities; 
· Any costs relating to a spouse, partner or non University travelling companion have been deducted before the claim is submitted.

Incomplete or incorrect claims cannot be processed and any such form will be returned to the authorising signatory with an explanation of why it cannot be processed. The claim should be correctly completed and returned addressed to the Finance Office for processing. Expense claims submitted without supporting receipts (where receipts could reasonably be expected to have been provided) may be deemed 'round sum allowances', and will therefore be subject to employment taxation.

Submitting a false claim, or an attempt to submit one, will be treated as gross misconduct under the University's disciplinary procedures and may lead to dismissal from employment with the University.

[bookmark: section4]2. Authorisation of expenditure
Outline authority should always be obtained from the appropriate budget holder before undertaking any trip, and the sufficiency of funds checked before any booking is confirmed. 

All expense claims must be approved before submitting any claims to the Finance Office. The approval hierarchy is as follows:
	Claimant
	             
	Authoriser

	Departmental Employees 
	
	Head of Subject/Department

	Head of Subject/Department
	
	Dean / Director

	Dean / Director 
	
	Vice Principal

	Vice Principal
	
	Principal 



Expenditure incurred by the Principal requires to be authorised by the Chair of Court and the Convener of the Audit Committee. Any travel outwith the EU undertaken by the Principal must be authorised in advance by the Chair of Court.

The person authorising the claim must be satisfied that:
· the expenses claimed represent a valid business expense in line with this procedures manual; 
· an adequate description of the expense is provided (what/when/why/where); 
· an appropriate budget or project code/account is present for each expense item being claimed; 
· the claim is properly dated, signed and authorised; 
· receipts are provided. 

[bookmark: section5]3. Time limit
Expense claims must be made within three months of the expense being incurred. At the year end, all expenses claims relating to the financial year ending in July must be submitted to the Finance Office no later than the end of August. Claims submitted after this date may not be reimbursed, and if they are, will be charged against the new year’s budget.

[bookmark: section6]4. Payment of claims
The Finance Office is normally able to make payment within ten working days of receipt of a correctly completed and approved expenses claim form.  Claims will be reimbursed in sterling, by direct credit to the employee’s nominated bank account. 
[bookmark: section7]
5. Credit cards
The University may at its discretion issue a corporate credit card to an employee.  Principles covering the use of University credit cards are as follows:-
1. All expenditure incurred on a University credit card must be authorised by the cardholder’s line manager (and in addition, where expenditure relates to a budget outwith the cardholder’s cost centre, by the relevant budget for that cost centre).
1. All items of expenditure must be supported by an invoice, receipt or other evidence of payment or, where this is not possible, the reason must be explained and agreed by the cardholder’s line manager.
1. Each month, all card holders must complete a schedule (available on the intranet) providing details of every transaction which was incurred on their card during that month, including a brief description, the reason for the expenditure, DREAM budget code(s) to be charged and the total cost. The form and supporting documentation must be authorised by the cardholder’s line manager and sent to the Finance Office no later than 5 working days after the month-end (although it is recognised that, exceptionally, where staff are on University business overseas or on annual leave this may not always be feasible). This form will then be reconciled with credit card statements when they are received and any omissions/queries will be referred back to the card holder.
1. The individual named on each card is responsible for ensuring compliance with these procedures.

[bookmark: section8]6. Travel advances and travellers’ cheques
Business expense advances are not routinely provided but may be authorised in exceptional circumstances provided that the prior agreement of the Head of the Department/ Subject is obtained. Such advances will be for a round sum, covering the trip’s anticipated out of pocket expenses and will be paid in sterling direct to the employee’s nominated bank account.

On return to the University, an advance expenses claim form should be completed, authorised and sent to the Finance Office with appropriate receipts. The balance of any unspent advance must be refunded to the University immediately. Any additional expenditure over and above an advance will be reimbursed in line with the timelines for expense claims as detailed in section 4.  Advance expense claim forms should be completed within two calendar months of the original advance being supplied. No further advances will be made while a previous advance remains outstanding. The University reserves the right, in the event of continued failure to clear an advance, to treat the payment as a round sum allowance.  The Finance Office will require a minimum of 5 days notice from the date of receipt of the form in order to provide an advance. 

As an alternative to receiving an advance against expenses it may be more convenient to arrange for travellers' cheques or foreign currency to be issued when business travel overseas is being contemplated.  All travellers' cheques or foreign currency must be ordered through the Finance Office at least one week prior to travel taking place.  

[bookmark: section9]7. Family travel and private holidays
The University will not meet the cost of partners, family or friends who accompany an employee on a business trip. The only exception to this is where it can be demonstrated that the costs have been incurred "wholly, exclusively and necessarily in the performance of the employee's duties.” The rules in this area are governed by tax legislation and the Director of Finance should be contacted for further guidance in advance of a trip being taken.

[bookmark: section10][bookmark: section11]8. Rail and air travel
Travel should be by the cheapest means of transport which is consistent with the business objective of the trip. Normally this means standard class rail travel within the UK and economy class air travel abroad. However, where premium rate travel enables key employees to utilise their time more effectively, reimbursement of these higher costs may exceptionally be allowed at the discretion of the Vice Principal, which must be obtained prior to making the booking. 

[bookmark: section12]9. Private transport
The University’s Green Travel Plan seeks to limit as far as possible the number of journeys made by car. Members of staff should seek to use public transport for work related journeys wherever possible. Where it is not possible to use public transport, employees are entitled to claim mileage when using their own transport for travelling on University business. Mileage should reflect the actual mileage driven.  Employees who use their own cars are reimbursed at a rate of 40p per mile. The rate of mileage allowance payable will not give rise to a taxable benefit in respect of any member of staff (so long as no individual member of staff claims for more than 10,000 miles in any tax year). Members of staff are required to keep a record of mileage allowance claimed in each tax year.

	Where mileage allowance is claimed, details of the start and end points of the journey must be given.  Journeys which start or finish at an employee’s home should exclude mileage which covers the normal home to office journey where the total mileage covered is greater.  Where the distance from home to the destination is less than from the University to the destination, the lesser distance should be claimed.
 
[bookmark: section13]10. Private motor insurance
Employees who use their own private cars for business use must ensure that they are licensed and sufficiently insured to permit their vehicle to be used on University business. The University will not accept liability for any consequences arising from failure to do so. The University will not accept any liability for any injury or damage arising from the use of an employee’s private motor vehicle, except where such injury or damage is directly attributable to a negligent act or default of the University. Employees are responsible for ensuring that their vehicle is legally compliant and that the driver holds a valid driving licence for the vehicle.

[bookmark: section14]11. Parking
A department may not pay the cost of any employee's University car parking permit. Parking costs incurred whilst travelling on University business are fully reclaimable provided receipts are obtained. The University will not reimburse parking or other fines incurred by employees whilst on University business. This rule applies irrespective of whether they were driving University vehicles or using their own vehicles on University business at the time of incurring the fine. 

[bookmark: section15]12. Home to work travel
Claims for expenses associated with private travel (i.e. home to work), will not be met, with the exception of attending an emergency call-out. Travel from home to work to attend an emergency call-out is regarded by Her Majesty’s Revenue & Customs (HMRC) as ordinary commuting, irrespective of whether the journey takes place outside normal working hours, and the amount reimbursed will be taxable on the individual.

[bookmark: section16]13. Taxis
Employees may claim reimbursement of the cost of a taxi or private hire vehicle fares (of a standard nature) when it would not be reasonable to take a connecting journey via public transport. Taxis can be booked in advance through the approved supplier for this purpose. (Please contact Campus Services for details).

[bookmark: section17]14. Late working
Where an employee is required to work exceptionally late they may, at their Head of Department’s / Head of Subject’s discretion, be reimbursed the cost of their taxi fare home. Please note that if taxi journeys are frequent or regular then the expense payment may become subject to taxation. 

[bookmark: section18]15. Vehicle hire
Vehicle hire should be arranged through the University’s preferred supplier. (Please contact Campus Services for details). It should be noted that hired vehicles are not included on the University’s motor insurance policy, so in the event that a vehicle is to be hired, the employee should take and pay for the hire company's insurance.

[bookmark: section19]16. Subsistence expenses
Employees are entitled to claim the cost of meals taken en route, when travelling on University business. Allowable expenses include the cost of a meal, the cost of a reasonable level of refreshments with the meal and refreshments such as tea, coffee and/or soft drinks taken between meals. The following maximum subsistence rates are currently in force:-

Maximum Daily Rate (A) 
Employees may claim up to a maximum of £15 per day for each day on which they purchase snacks, meals, etc. whilst away from both home and their normal place of work, provided they are absent from each for between 4 and 8 hours spanning a normal meal time 

Maximum Daily Rate (B)
Employees may claim up to a maximum of £30 for each day on which they purchase meals, snacks, etc. whilst away from both home and their normal place of work, provided they are absent from each for more than 8 hours, spanning two normal meal times.
 
Please note that these amounts are not allowances, but are the maximum amounts that can be claimed, including VAT (except for the costs of overnight accommodation). Receipts must be provided in support of claims for subsistence costs where it would be reasonable to expect a supplier to give them. 

[bookmark: section20]17. Courses and Conferences
The cost of providing in-house training courses is normally met by the University. Training is provided in accordance with the University’s Learning & Development Policy. Employees who travel to 'work-related' training are entitled to claim for the cost of their journey. The definition of work-related training is wide enough to cover most types of training in genuine workplace skills. 

[bookmark: section21][bookmark: section22]18. Personal incidental expenditure
Employees staying away from home overnight on business often incur minor expenses of a personal nature (for example, private telephone calls). Since these expenses are not incurred wholly in the performance of employment duties such expenses would not normally be allowable against tax.  However, HMRC provides a concession that allows certain claims for what are termed 'personal incidental expenses' to be reimbursed without the need to deduct tax. Currently the rates are £5 for every night spent away on business in the UK and £10 for every night spent away on business outside the UK. Receipts in support of 'personal incidental expenditure' must be provided where it would be reasonable to expect them. 

[bookmark: section23]19. Health and safety whilst travelling overseas
Advice on health and safety issues whilst travelling overseas can be obtained from the “Overseas Travel & Health Guidelines” document which is available on the Recruitment & International Liaison Office (RILO) section of the intranet 
http://intranet.qmu.ac.uk/sites/rilo/Staff%20Travel%20Guidance/Forms/AllItems.aspx
 
[bookmark: section24]20. Travel insurance
A travel insurance policy is in place for employees provided they are undertaking travel on University related business. The policy covers these individuals whilst on a journey either outside the United Kingdom or within the United Kingdom if the journey involves air travel, or an overnight stay. Details of proposed travel should be provided to the Finance Office at least seven days prior to departure. Staff will be issued with a card containing details of emergency procedures and contact telephone numbers.  This card should be returned to the Finance Office once the journey has been completed.

An additional premium may be charged by the Insurers where an individual is planning to be overseas for more than twelve months, or if the individual is likely to be participating in any hazardous activity. This cost needs to be met by the department. Failure to advise the Finance Office of extended stays or hazardous activities may result in the cover being deemed invalid by the Insurers. Employees should note that this may also apply to travel to areas that the Foreign & Commonwealth Office (FCO) is advising against visiting for "all but essential travel". The University has published guidelines on travelling overseas on University business, which give further guidance on this issue. These are available on the RILO section of the staff intranet (see section 19 above).

If an employee wishes to travel to an area that the FCO advises against visiting, then he/she must obtain authority to undertake the journey from the Principal. A risk assessment must be undertaken before any decision is made. If the trip is duly authorised, then the individual should contact the Finance Office to determine if special travel insurance is required as such a journey may not be covered by the existing group travel policy. 
[bookmark: section25]
21. Tax liability
The University has a formal dispensation agreement with HMRC in respect of the following specific expense items: 
· Travel and subsistence (including mileage payments if employees use their own cars for business journeys); 
· Genuine business entertainment; 
· Telephone expenses-business calls only (excluding the cost of line rental). 
Expense claims made in accordance with the procedures and limits set out above do not give rise to any tax liability and do not need to be included in an employee’s annual tax return.  Other types of expenses and benefits not covered by the HMRC dispensation may result in a tax liability. Please contact the Finance Office for further details. 

[bookmark: section26]22. Benefits in kind
If an employee receives a non cash benefit (also known as a “benefit in kind”) from the University then this may result in a personal tax liability. An employee may in exceptional circumstances receive a contractual right to a benefit in kind. Examples of these include:
· Rent free or subsidised living accommodation; 
· Removal or relocation expenses.
Any benefit in kind of this nature must be discussed with Human Resources before entering into a contract. These transactions must be declared to HMRC and will normally give rise to a tax liability, payable by the employee.

More commonly however, benefits in kind arise because of arrangements made at departmental level.  Sections 23 - 31 outline the main types of taxable benefits-in-kind that employees might receive in the course of University employment. 

In the event of a benefit-in-kind charge arising, the University, as employer, has a responsibility to inform both the employee and HMRC about the existence and the extent of the particular benefit. The University does this by providing, if appropriate, both the employee and HMRC with a copy of form P11D. The form P11D is produced annually and relates to transactions occurring during the fiscal (tax) year to 5 April. Regulations dictate that the University must provide the employee, if appropriate, with a form P11D on or before 6 July each year in order that the employee can organise their personal tax affairs. 

[bookmark: saection27]23.  Employee Entertainment
The University is a charity and a large recipient of public funds and therefore all entertainment and hospitality should be minimised. A taxable benefit-in-kind charge arises on an employee when they are provided, by their employer in the course of their employment, with food or drink free of charge, and the circumstances surrounding the provision of such food or drink are not in connection with business travel or entertainment of third parties for business reasons.  An example of such a circumstance would be employee-only meetings or functions. 

Employee-only entertainment
Where a department holds an event exclusively for employees, food and drink is provided free of charge and the event is of a purely social nature then the event must be held on University premises and the catering provided internally by Hospitality Services. In this instance, although, a taxable benefit-in-kind arises, the University is currently able to take advantage of an Extra Statutory Concession and no tax charge will attach to University employees. This applies to all categories of social events including leaving / retirement parties. Where an event relates to an employee leaving or retiring from the University, then the employee must have more than three years service for the costs to be met from University funds.

For the avoidance of doubt, where an event is held exclusively for employees, food and drink is provided free of charge and the event is of a purely social nature and catering is provided externally, either within or outwith University premises, the University will not meet the costs.

Third-party entertainment
Where a department holds an event where employees and third parties are both provided with food and drink free of charge and the event is for business reasons then either internal or external providers may be utilised for the event. In this instance, as the event is primarily for business purposes then no taxation will arise on the entertainment provided to the employees. It is expected that the ratio of employees to third party attendees should be no greater than a three to one ratio. If this ratio is exceeded (that is, 4 employees to 1 third party individual) then the event will be deemed to be for purely social purposes and the policy as detailed above will apply. It is essential that departments can prove if required that an event is for business purposes. If an externally provided event is subsequently found to be for purely social purposes then a tax charge will attach to the University employee and will be charged to the department.  

Where a department is contemplating organising a staff training event outwith University premises, such as a staff “away day”, advice should be sought in advance from Human Resources on the potential tax implications.

Employees making an expenses claim for external entertainment costs are required enter on the claim form (or attach a list):  
· the names of each person present (including the names of University employees) 
· the organisation each person present represents 
· the purpose of the entertainment 
· the location 
Where more than one employee is in attendance at an event, the highest ranked employee should settle the bill and make the appropriate expense claim.  

Gratuities do not normally form part of a receipt.  These will be fully reimbursed for subsistence costs incurred abroad.  In the UK gratuities will be reimbursed up to a limit of 10% of the total receipt provided.

[bookmark: section28]24. Provision of clothing and footwear (including uniforms)
The provision of necessary clothing (including uniforms) and footwear by the University to employees can give rise to a benefit-in-kind tax charge. However, provided that all articles of clothing (and footwear) clearly have affixed to them the University's motif, then the risk of a benefit-in-kind charge is minimised. The motif should be visible, reasonably large and should be non-detachable. Clothing issued to employees belongs to the University, and it is important to ensure that no personal use occurs. 
Allowing employees to purchase clothing, etc either by providing an allowance or reimbursing a subsequent expense claim will render the amount liable to tax and national insurance contributions.

[bookmark: section29]25. Accommodation and related benefits
If an employee is provided with living accommodation by the University then the employee is liable to tax on the value of the accommodation provided as well as on any other additional benefits such as payment of utility and internet access costs. This also applies where, by reason of an individual's employment, accommodation is provided for members of his or her family or household. 

[bookmark: section30]26. Private Use of Telephones
Employees who are required to make business calls using their home telephone should claim reimbursement of such costs by entering the amount to be charged on the expenses claim form. Claimants must attach itemised statements in support of claims for business calls. Business calls must be highlighted on the itemised statements. The University will not bear the cost of any private calls. The cost of such calls must be deducted from the total amount of each bill and only the net amount, representing business calls (and the VAT thereon), should be included on the expenses claim form.  Claims made as a result of using a mobile phone that is the property of the employee should be in accordance with the instructions contained above.
[bookmark: section31]
27. University owned mobile telephones
Employees are not currently taxed on the private use of mobile telephones provided by employers. This exemption does not apply to the provision of a “Blackberry” or similar type of equipment, as HMRC considers such devices to be items of computer equipment rather than simply mobile telephones.
[bookmark: section32]
28. Gifts
It is not normal practice to provide University employees with gifts, however, provided the reason for making the gift is employment related, the value of the gift is modest, and a compelling business case can be demonstrated, it will be acceptable to charge the cost of the gift to the University. A gift in cash or in gift form with a "money's worth" ("money's worth" being defined as something that is of direct monetary value to the employee, or something that is capable of being converted into money or something of direct monetary value to the employee) is taxable when it arises from an employment related activity. If, on the other hand, the gift is in the form of goods or services that have no money's worth, it is not taxable. 
The provision of gifts to third parties is acceptable, provided that the provisions of the University’s policy on Gifts, Gratuities and Hospitality have been followed. A copy of this policy is available on the staff intranet at
http://intranet.qmu.ac.uk/sites/finance/Financial%20Procedures/Forms/AllItems.aspx 

Gifts made in this way should be modest and should be representative of the University. Such gifts will be tax exempt in the hands of the individual receiving them provided (1) the gift is not made in recognition of, or in anticipation of, particular services being performed by the individual, and (2) the gift is not in cash or in vouchers that can be readily converted into cash, and (3) the total cost to the University of gifts given to a particular third party in a tax year does not exceed £50 (including VAT).

[bookmark: section33]29. Subscriptions to professional bodies 
The University does not reimburse employees for their personal subscriptions to professional bodies. Employees are advised that they are able to claim tax relief for personal subscriptions direct from HMRC so long as the professional body appears on their designated list http://www.hmrc.gov.uk/list3/list3.htm  
[bookmark: section34][bookmark: section35] 
30.  Directors’ and Officers’ Liability Insurance
	The University provides insurance cover to its employees against claims which may be made by third parties for personal costs and financial losses arising from employees’ actions.  The policy covers claims made against an employee for actual or alleged breach of trust, neglect, error and so on in carrying out his or her work.  Losses and costs arising from actions outside the scope of the employment duties, such as actions which give rise to convictions for fraud, dishonesty or malicious conduct are not covered.

	No tax or NI liability arises in respect of the premium paid by the University in providing this insurance.  Similarly, no tax or NI liability arises in respect of any payment made to the employee either by way of proceeds of a claim made under the policy or by way of direct reimbursement by the University.

31.  Private Medical Insurance
The University offers medical insurance cover for employees of Executive Board grade.  Full details are provided separately to those eligible.  This cover represents a taxable benefit and details are reported to HMRC via form P11D.
32.  Non-reimbursable items
For the avoidance of doubt, the cost of the following items will not be reimbursed:-
· Alcoholic drinks where no external guests of the University are present ; 
· Gratuities paid in the UK in excess of 10% of the total receipt provided ;
· Bank or credit card interest ;
· Child care costs ;
· Pet care costs ;
· Personal clothing or pharmaceutical products (other than preventative measures such as inoculation or anti-malaria tablets) ;
· Costs of gifts in lieu of accommodation or other services, unless a receipt is provided.

The following items will not be reimbursed through the expenses procedure, but must instead be procured through the University’s purchasing or payroll processes:-

· Equipment or other supplies for use on university business ;
· Services provided to the University, such as outside catering or entertainment ;
· Payments to subjects assisting with research projects or volunteer patients ;
· Payments for casual labour or other work carried out for the University.

		
