EM ICY

1. Purpose

1.1 This Policy providg

employees of <<in he Company”).

1.2 Employees will be

incurred in the perfq r the Company.

1.3 The Company shall
approved in accord

1.4 The aims of this Po

1.4.1 to ensure th
fair and timg

governing expenses incurred by

Dbr legitimate business expenses

penses which are detailed in, and

by employees are reimbursed in a

1.4.2 to ensure th; b with its legal and tax obligations;

1.4.3 to prevent c{
not limited tq

1.4.4 to control co he Company.
2. Expenses
2.1 Employees may cl

2.1.1 Travel;

2.1.5 Training;
2.1.6 Membership

2.1.7 Business-re e;

2.1.8 [<<insert ot

2.2 If you anticipate an
are uncertain as ftq
should consult with
and/or claiming the

2.3 Entertainment and
relation to third pa
with care at all timd
employees and as;s
and comply with, th

3. Rail Travel Expenses
3.1 Employees may on ares.

3.2 Wherever possible, ooked well in advance.
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rnally and externally including, but

ing approved activities only:

citly covered by this Policy or you
e eligible for reimbursement you
ole>> before making the payment

0 any other expenses incurred in
the Company should be treated
ents of the Bribery Act 2010. All
bnsure that they are familiar with,
and Hospitality & Gifts Policies.



Taxis
4.1

Air Travel Expenses

5.1

5.2

5.3

Car Travel Expenses

6.1

6.2

6.3

6.4

6.5

6.6
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Employees may on xi fare when:

4.1.1 taking a taxi
public transy

antly shorter travel time than using

4.1.2 where sever g together; and/or

4.1.3 where there t personal security and safety of
employees 4 . after 10 pm>>.

Air travel within thq
part of the UK mai
travel is cheaper f
approval of <<inser

only where the destination is not
d, Orkney Islands etc.), where air
itted rail fare, or with the prior

Where possible, fli well in advance to benefit from

discounts.

Employees will us
employees are req
permitted to travel
prior approval of <<

to travel in economy class. If
g haul flight, employees may be
rtain circumstances and with the

It may be appropri
when travelling on |
is limited public tra

employees to use their own car
with several employees or if there

The following milea]
Customs) shall app

hte set down by HM Revenue and

6.2.1 Company cs / mile;

6.2.2 Car allowan p>> [ mile; and

6.2.3 Private car
10,000 mile
exceeding 1

mile for business mileage up to
<<e.g. 25p>> / mile for mileage

Employees may nd
home and place of
shall be deemed to

rred on journeys to or from their
ith fuel cards, any such mileage

Under no circumsti
Road Traffic Act off

[The Company sha
OR [Company car
their company cars
servicing company
servicing costs wit
manufacturer.]

pay any fines arising out of any

e servicing of all company cars.]
ible for arranging the servicing of
burse employees for the costs of
5 are commensurate with average
r network of the relevant vehicle

Car allowance drivd
cars. The Compan
their cars.

or arranging the servicing of their
ployees for the costs of servicing



Accommodation Expensg

7.1

7.2

7.3

7.4

7.5

7.6
7.7
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The Company sh bs for the reasonable costs of

overnight accomma

[The Company has
Whenever it is rea
use those hotels.]

bs with <<insert hotel name(s)>>.
hctical to do so, employees must

Reasonable subsis
apply to claims fo
common-sense apf
employees for an
unnecessary.] OR |

or overnight stays. [No set limits
oyees are expected to adopt a
| the Company will not reimburse
b deemed to be extravagant or
apply to claims for meals:

7.3.1 Evening mex
7.3.2 Breakfast =
7.3.3 Lunch=upt

Reasonable subsis
working away from
The following criteri

occasions where an employee is
ork but not on an overnight stay.
er for such claims to be made:

7.4.1 The employ
their normal
from the loc{
claim);

nsert distance>> away from both
home (and may not travel further
brking in order to qualify to make a

7.4.2 The employ their normal place of work for at

7.4.3 For breakfa
journey befo

bmployee must have started their
DO>>:

7.4.4 For evening
location at
time, e.g. 19
have elapse

he employee must still be at the
for work purposes after <<insert
sert period, e.g. 10 hours>> must

For subsistence cl
employees are exp
and the Company
deemed to be ext
apply to claims for

ly to claims for meals, however
pn-sense approach to such costs
ees for any such costs which are
.] OR [The following limits shall

7.5.1 Evening me{
7.5.2 Breakfast =
7.5.3 Lunch=upt
All claims for the co be supported with full receipts.

The Company shal
expenses which
laundry, and persq
claims for such exp

br reasonable overnight incidental
limited to, drinks, newspapers,
e following limits shall apply to

7.7.1 For overnig <<e.g. 5>>/ night; and

7.7.2 For overnig £<<e.g. 10>>/ night.



8. Entertainment and Hospi

8.1 The Company s
provided such clai

8.1.1 are for res
excessive,
businesses
Gifts & Hosq

8.1.2 clearly statq
hospitality;

8.1.3 detail the ti

8.1.4 provide the
another bus rtained.

8.2 Where the enterta
employees alone, t
Where the entertai
including, but not |
classed as “Hospit
include the costs
provided to third pa
In cases where
Company employe
present, the costs
Entertainment”.

Bribery Policy;

8.3 Where more than @

most senior emplo d all bills.

ment and hospitality expenses

and/or hospitality which is not
rate with the practices of other
compliance with the Company’s

pse for the entertainment and/or

e event and/or hospitality; and

y is for the benefit of Company
sed as “Employee Entertainment”.
is for the benefit of third parties
I suppliers, the expense shall be
spitality Entertainment shall also
meals where such hospitality is
s and suppliers of the Company.
is provided but the number of
b number of third party persons
b shall be classed as “Employee

it shall be the responsibility of the

8.4  The Company shal aring the tax liability for all Staff

Entertainment
Entertainment (subj
incur no tax liability
bear the tax liability

s and other

at level).

9. Training Expenses

9.1 The Company sha
costs of any autho
role.

9.2 The costs of travel
governed by the ng
set out in this Polic

10. Membership of Professio htions

10.1 The Company shal
of professional bod
the interests of the

10.2 In the event that su
are taxable, the Co
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reasonable Staff
e staff Christmas party which shall
0 per person. The Company shall

in advance, as appropriate) the
blevant to a given employee’s job

ated to any such training shall be
siness travel and accommodation

hted with employees’ membership
bhip is required by law and/or is in

embership of professional bodies
tax liability for the same.



11. Personal Expenditure for

11.1 Reasonable telephg
personal telephone
employee of the rels

11.2 Reasonable perso
be reimbursed by t
approval of <<inser

11.3 [<<insert further rei

12. Claiming Expenses

12.1 Each employee is
claims to <<insert
must submit origi
appropriate comple

12.2 Employees must
expenses forms fo
required to produce
Company.

12.3 Expenses claims
month>>. If this is
required from <<sta

12.4 If an employee is u
for reimbursement,

12.5 The Company may
completed or lacks

12.6 The Company will

the same bank accq yee’s salary is paid.
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ESS purposes using an employee’s
e Company on submission by the

ment for business purposes shall
ch expenditure receives the prior

ing correctly completed expense
a claim to be valid, the employee
ed expenses together with the

ant receipts and all completed
bd e.g 3 months>> and may be
uring his/her employment with the

rt time e.g. by the last day of the
bproval for any extension will be

ed or incurred expense is eligible
insert name and job role>>.

without payment if it is incorrectly

| expenses by BACS transfer into



This policy has be bed by:

Name: <<Insert
Position: <<Insert sources Manager>>
Date: <<Date

Signature:
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