22.
EXPENSES


All claims must be accompanied by vouchers that provide proof of expenditure.

(a)
The mileage allowance payable to members of staff who use their private cars for official business is circulated from time to time by the Board and can be found in Appendix C.  Staff may claim for any travelling expenses in connection with their official duties, but not for journeys between their home and normal place of work.  Official journeys by rail or bus should be claimed by reference to the actual fares.

(b)
Other out-of-pocket expenses incurred in connection with official duties will be reimbursed by inclusion on the monthly expense claim form (APPENDIX B).  This should be completed in accordance with the current guidelines (APPENDIX C).  Any single item over £50 should be discussed with the senior officer beforehand whenever possible.

(c)
The actual amount of out-of-pocket expenses for meals and lodgings in the course of official travel and business may be claimed up to the current subsistence allowance, subject to the approval of the senior officer.

(d) Expenditure on official entertainment may only be undertaken if authorised beforehand by the employee's senior officer.  Staff may not claim expenses for entertaining other members of staff unless an official guest is also being entertained, but they may claim the full cost of their own meal when entertaining an outside guest.
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APPENDIX C

GUIDELINES FOR COMPLETION

OF EXPENSE CLAIM FORM

Personal Expenses

i
General Principles

The Diocese is fully prepared to reimburse legitimate costs incurred by an employee in the course of their employment.

It is the policy of the Diocese that employees are reimbursed the actual cost of expenses incurred wholly, exclusively and necessarily in the performance of the duties of their employment.  This is to comply with Income Tax and National Insurance regulations, and to ensure that no further Income Tax or National Insurance liability will arise to the employee or the Diocese.

As the Diocese is a charity, employees are expected both to minimise costs without impairing the efficiency of the Diocese, and to avoid any unnecessary costs.  Consideration must always be given to using the most cost-effective method of travel. Reimbursement will be made only on the production of receipts or invoices. As part of the Diocese commitment to achieving good practice, the Diocese does not pay “flat rate” expenses (paying round-sum amounts unsupported by actual expenditure receipts may result in an individual becoming liable to additional tax on the payments).

The main categories of expenses that will be reimbursed are:

· Travel Expenses – for all modes of transport within and between any countries (Sections ii).

· Subsistence Expenses – for accommodation and meals for staff members (Section iii).

· Personal Incidental Expenses – to cover small items of expenditure (Section iv).

· Entertaining and Hospitality Expenses – to cover meals and refreshments paid by a Diocese employee where non-Diocesan individuals are present (Section v)
· Postage, Stationery, Telephone and Internet Expenses (Section vi & vii.).
Expense claims will only be paid when the expenditure is legitimate and the budget against which it has been booked has provision for that expenditure.  Where there is doubt as to whether an item may be claimed, permission must be obtained in advance.  In the case of dispute the Diocesan Secretary and Diocesan Accountant will have determination of legitimacy, with due regard to legal and internal restrictions.

Any required contact with the Inland Revenue to substantiate the treatment of a particular expense would be made by the Diocesan Accountant.  Under no circumstances should any other employee approach the Inland Revenue direct.

a)
Expense Claim Procedure

All expense claims must be made in Sterling using the Expenses Claim form obtainable from the Accounts Dept. Should any claim be in a foreign currency a suitable exchange rate utilised to convert the claim to a sterling value.

The exchange rate to be used is that obtained by the claimant at the time of currency exchange an appropriate exchange rate is obtainable from the Accounts Dept.

Expenditure should be broken down into different categories, which should be coded, to the appropriate expense codes.

Wherever possible, original receipts and invoices relating to an expense claim should be attached to the Expenses Claim form when it is submitted.  Receipts should be numbered and cross-referenced to the claim form. The lack of original receipts or documentation will affect the payment of the claim

Monthly or weekly expense claims should be made as soon as possible after the expenditure has been incurred.  This enables the expeditious processing of the claim and the accurate monitoring of actual spending against the expense budget. All claims must be submitted within two months of the expenditure being incurred.

All expense claims must be verified for accuracy and authorised by the budget holder prior to payment. Head of department expenses claims will be authorised by the Diocesan Secretary. When the budget holder may be absent, they may wish to delegate this authority to someone else. A financial limit should be placed upon any delegation of authority made. Any delegation must be notified to the Diocesan Accountant and agreed by the Diocesan Secretary prior to its enactment.  No expense claim will be paid without proper authorisation.

b)
Receipts

A receipt is a third party written acknowledgement that an expense has actually been incurred and discharged (i.e. paid). Typically, this will include the following:

· Supplier name.

· Supplier address.

· Date of transaction.

· Transaction reference (invoice number).

· VAT number (for an EU member country).

· VAT rate applied to the transaction (where appropriate in an EU member country).

· Details of the expenditure.

· Total value of the transaction
All original receipts that substantiate an expense claim must be attached to the Expenses Claim form when available.

Photocopies and other supporting documents such as credit card slips are not normally acceptable in lieu of original receipts.  The requiring of original receipts acts as a security check to ensure that expenses are not paid more than once.

Receipts should not normally include any personal items.  There may be occasions when it is only possible to provide a receipt that contains a mix of business and personal items (e.g. a detailed telephone bill).

When providing a receipt that contains non-reclaimable (i.e. private) items (such as a detailed telephone bill), all business-related items should be clearly identified and added up to provide the total of the amount being claimed.

c)
Payment of Expense Claims

Expense claims will be paid directly into the recipient employee’s bank account on a as part of the normal weekly payment run.  To enable payment, the completed and authorised Expenses Claim form must be submitted to allow a proper review of the claims.

Fully authorised expense claims submitted to the accounts department by the first Thursday of the month will be in the payment run the following week. Expense claims submitted by the third Thursday of the month will be in the payment run the following week. 

Payments will only be made outside of the normal payment run in exceptional circumstances at the discretion of the Diocesan Secretary and Diocesan Accountant
ii
UK Travel Expenses

Employees may only claim necessary UK business travel and associated expenses as detailed below.  All claims for UK travel expenses, with the exception of the private car mileage allowance, must be supported by receipts.

The Diocese will not pay the cost of any travel expenditure for partners, spouses or other family members of the employee. The Diocese will not bear the cost of any private travel undertaken before, after or in the middle of a business trip.

a)
Public Transport

Full details of each individual journey by public transport must be included with the expense claim, including:

· Date.

· Reason for journey.

· Starting point and destination.

· The names of each staff member to which the claim relates
The cost of each ticket claimed should be shown, priced out to a total.  When purchasing a rail ticket over the counter, a receipt will be issued if requested.  Receipts should be attached to the expense claim where possible.

Rail fares are authorised at the standard rate.  First class rail fares are not normally considered to be appropriate for Diocese business.  Cheap rail fares should be used whenever feasible.

For other forms of public transport actual expenditure may be claimed. Where there is a differential pricing structure, the cheaper option should be utilised where possible.

b)
Mileage Allowance for Employee’s Own Vehicles

A mileage allowance is payable to all staff for authorised use of private vehicles on Diocese business.  The rate of the allowance is within the level stipulated by the Inland Revenue for an Approved Mileage Allowance Payment (AMAP), and is reviewed on a regular basis by the Diocesan Accountant.  Current rates are shown below.

Mileage allowance is payable for business travel by private vehicle within a 60 mile radius of Church House, Hove at rates shown below.  Outside of this radius the Diocese will restrict the mileage allowance to a maximum of the cost of equivalent travel by standard class rail.

Where more than one employee travels in a private vehicle outside of a 60 mile radius of the Church House, Hove there is an increase in the maximum mileage allowance that may be claimed (5p per mile per passenger). The maximum allowance payable will be calculated by reference to the cost of standard rail travel for all of the vehicle’s entitled occupants.

To comply with Inland Revenue regulations, full details of each individual journey must be recorded, including:
· Date.

· Reason for journey.

· Starting point and destination.

· The names of all staff members travelling in the vehicle.
Under the Inland Revenue regulations there is no income tax liability to the individual where a mileage allowance is paid to the employee within the terms of an AMAP, where journeys are made in order to carry out the duties of employment.

The Diocese will not pay a mileage allowance for private travel.  Private travel is defined as any travel where the purpose is private rather than business. Private travel includes:

· Travel between home and the employee’s permanent workplace, whether within or outside of normal working hours.

· Travel between any place attended for personal reasons and the employee’s permanent workplace. For example, the home of a friend or relative.

Where the trip may consist of part private and part business travel two calculations of mileage will take place. i.e. Normal home to client destination Verses Normal workplace to client destination and the Diocese will pay the lesser of the amounts.

From 6 April 2011 the Approved Mileage Allowance Payment rates for employees using their own vehicle for business travel are as follows:

	Private Vehicle
	First 10,000 business miles in the tax year
	Each mile over 10,000 business miles in the tax year

	
	
	

	Cars and Vans
	45p
	25p

	
	
	

	Motor Cycles
	24p
	24p

	
	
	

	Bicycle
	20p
	20p


c)
Other UK Travel

Where it is more economical, the only form of transport available, or there is a good business case, a taxi may be used.  When a taxi is used, a properly dated, signed receipt must be obtained from the taxi driver. Travel by Taxi should be kept to a minimum and where it is expected that the taxi fare will exceed £15, permission to use a taxi must be sought in advance from either the Diocesan Secretary or Diocesan Accountant
Car parking costs incurred in the course of travelling away from home for business purposes may be claimed via the expenses system. Where it is expected that the parking costs will exceed £20 permission to incur car parking costs must be sought in advance from either the Diocesan Secretary or Diocesan Accountant. Where there is a cost of parking at the normal place of work, such costs may not be reclaimed.

Toll fees incurred in the course of business travel may be reclaimed via the expenses system.

The Diocese does not condone the breaking of any transport legislation.  Therefore, all speeding, use of mobile phone and parking fines are a personal expense, irrespective of whether incurred on Diocese business.

iii
Subsistence Expenses

When business travel is undertaken, associated costs relating to meals and accommodation may be incurred. These may be reclaimed as described in this section.

Only subsistence expenses that are incurred necessarily in the performance of the duties of employment will be reimbursed. Receipts should support all claims.

Subsistence expenses will include the employee’s accommodation and meals.

Subsistence does not include travel costs, entertaining and hospitality, small value personal incidental expenses or business telephone calls, all of which are categorised separately.

Personal expenses including costs relating to a spouse/partner accompanying an employee do not constitute subsistence expenses.

In the case of dispute the Diocesan Secretary and Diocesan Accountant will have final determination of the legitimacy of a subsistence expense claimed.

a)
Absence from Home and Office, Not Overnight

Where there is an absence from home and office not overnight, whether in the UK or overseas, actual expenditure for employee meals and other refreshments (excluding alcohol) should be claimed up to the following maximum amounts:

	For absence from home, not overnight

	From 4 to 8 hours
	£6.65

	From 8 to 12 hours
	£14.75

	From 12 to 16 hours
	£17.00

	More than 16 hours
	£20.00


The above rates do not constitute an absolute entitlement, but an upper limit. The budget holder may specify any lower amount as applicable to the constraints of the budget.

b)
Absence from Home Overnight

For absence from home overnight subsistence will consist of two elements, namely accommodation and meals.

c)
Accommodation

Employees travelling on business that involves absence from home overnight should stay in reasonable quality hotels.

The maximum reclaimable level of expenditure on accommodation is £80 per night.  The above rate does not constitute an absolute entitlement, but an upper limit. The budget holder may specify any lower amount as applicable to the constraints of the budget. Should a cost of above this level be required prior approval from the Accounts Dept is required

The budget holder may specify any lower rate of reclaimable expenditure on accommodation as is applicable to the constraints of the budget.  The budget holder should approve the level of expenditure on accommodation prior to booking.

Receipts must support claims for reimbursement of accommodation expenses.

The Diocese will not reimburse items of a personal nature, such as Newspapers or video hire.  Where such items are included in a bill, which is settled directly by the employee, the costs must be deducted from an accommodation expense claim.

Where the accommodation bill is paid directly by the Diocese, the employee should normally settle any personal costs incurred on checking out.

d)
Meals and Refreshments

Employees travelling on business that involves absence from home overnight may reclaim the costs of meals and other refreshments (excluding alcohol) up to the following maximum levels.

	Meal 

	Breakfast
	£5.00

	Lunch
	£7.50

	Evening Meal
	£18.00


The above rate does not constitute an absolute entitlement, but an upper limit. The budget holder may specify any lower amount as applicable to the constraints of the budget. Should a cost of above this level be required prior approval from the Accounts Dept is required

e)
Subsistence for Staff Gatherings

Occasions where only Diocese employees are present do not constitute entertaining, but are designated as subsistence expenditure.

Reasonable subsistence expenses for staff gatherings may be reclaimed where there is a valid business purpose for the gathering, and the budget against which the expense is to be booked has provision for that expenditure.

Such occasions would include welcome lunches (for new staff members), retirement parties and team-building functions.

iv
Personal Incidental Expenses

An employee making a business trip may find that they incur personal expenditure on items such as private phone calls and laundry.  Such expenses are not classed as travel expenses nor subsistence costs, but are treated as Personal Expenses incidental to the trip incurred whilst travelling.

Such Personal Incidental Expenses (PIE) may be reclaimed by employees who stay away overnight whilst travelling on business at the discretion of the budget holder.

For each UK business trip the maximum amount of personal expenses that may be reclaimed is £5 per night away from home.  The £5 maximum includes any VAT paid on the expenses.

For each business trip overseas maximum amount of personal expenses that may be reclaimed is £10 per night away from home.  The £10 maximum includes any VAT paid on the expenses.

If more than an average of £5/£10 per night were reclaimed over the course of a trip, the employee would become liable to income tax on the full amount reclaimed.

Where a claim for PIE is submitted, receipts should support the Expenses Claim form wherever possible.

Examples of reclaimable expenses are:

· Laundry costs.

· Private telephone calls.
In the case of dispute the Diocesan Secretary and Diocesan Accountant will have final determination of the legitimacy of a PIE claim.

v
Entertaining and Hospitality

“Entertaining” includes hospitality of any kind and also expenditure on business gifts.  

As a general rule, those who have donated to the Diocese or have funded Diocese projects do not expect the money to be spent unnecessarily on hospitality.  The Diocese will not normally reimburse entertainment expenses. However in the rare case where this maybe appropriate, permission must be sought in advance from the Diocesan Secretary or Diocesan Accountant 

Occasions where only Diocese employees are present do not constitute entertaining, but are designated as subsistence expenditure. 

The Diocese will normally not refund any expenditure incurred on business gifts.  

vi
Telephone and Internet Expenses

The Diocese will reimburse staff members for any necessary business calls they are required to make in the performance of their duties.  Business calls, plus any associated VAT, will be reimbursed through an authorised expenses claim form.

In general, no reimbursement will be made for any telephone rental charge 

a)
Home Telephone

For business calls made from home to be reimbursed the expenses claim form should be supported by a detailed telephone bill indicating:

· The business calls and their cost.

· The number of the person the call is to.
The Diocese will only bear the rental charge of a home telephone where an employee is “on call” whilst at home to deal with emergencies, e.g. contact point for the fire brigade.  The Diocese will only meet the cost of Internet access for members of staff from home where prior agreement has been approved by the DBF

b)
Mobile Telephone

For business calls made from an employee’s mobile telephone to be reimbursed, the expenses claim form should be supported by a detailed telephone bill indicating:

· The business calls and their cost.

· The number of the person the call is to.

c)
Telephone Calls Associated With a Subsistence Claim

Business calls made away from home and reclaimed together with an associated subsistence claim will be fully reimbursed, where the following details are provided:

· The name and/or telephone number of the person called.

· The duration of the call.

· The cost of the call.
The business calls may be made from a public call box, mobile phone or via telephone calling card. Employees are asked to refrain from using overnight accommodation telephones due to the cost factor.

Personal telephone calls made away from home and reclaimed will only be payable as part of a Personal Incidental Expenses claim 

vii
Other Expenses

Employees may reclaim other expenses provided that the expense was incurred wholly, exclusively and necessarily in the performance of the duties of employment.

Claims for other expenses will only be paid when the expenditure is legitimate and the budget against which it is booked has provision for that expenditure.

Claims for other expenses should be accompanied by supporting receipts.

Where there is doubt as to whether an item may be claimed, permission must be obtained in advance.  In the case of dispute the Diocesan Secretary and Diocesan Accountant will have determination of legitimacy, with due regard to legal and internal restrictions.

From 5 April 2011 the Approved Mileage Allowance Payment rates for employees using their own vehicle for business travel are as follows:

	Private Vehicle
	First 10,000 business miles in the tax year
	Each mile over 10,000 business miles in the tax year

	
	
	

	Cars and Vans
	45p
	25p

	
	
	

	Motor Cycles
	24p
	24p

	
	
	

	Bicycle
	20p
	20p


c)
Other UK Travel

Where it is more economical, the only form of transport available, or there is a good business case, a taxi may be used.  When a taxi is used, a properly dated, signed receipt must be obtained from the taxi driver. Travel by Taxi should be kept to a minimum and where it is expected that the taxi fare will exceed £15, permission to use a taxi must be sought in advance from either the Diocesan Secretary or Diocesan Accountant
Car parking costs incurred in the course of travelling away from home for business purposes may be claimed via the expenses system. Where it is expected that the parking costs will exceed £20 permission to incur car parking costs must be sought in advance from either the Diocesan Secretary or Diocesan Accountant. Where there is a cost of parking at the normal place of work, such costs may not be reclaimed.

Toll fees incurred in the course of business travel may be reclaimed via the expenses system.

The Diocese does not condone the breaking of any transport legislation.  Therefore, all speeding, use of mobile phone and parking fines are a personal expense, irrespective of whether incurred on Diocese business.

iii
Subsistence Expenses

When business travel is undertaken, associated costs relating to meals and accommodation may be incurred. These may be reclaimed as described in this section.

Only subsistence expenses that are incurred necessarily in the performance of the duties of employment will be reimbursed. Receipts should support all claims.

Subsistence expenses will include the employee’s accommodation and meals.

Subsistence does not include travel costs, entertaining and hospitality, small value personal incidental expenses or business telephone calls, all of which are categorised separately.

Personal expenses including costs relating to a spouse/partner accompanying an employee do not constitute subsistence expenses.

In the case of dispute the Diocesan Secretary and Diocesan Accountant will have final determination of the legitimacy of a subsistence expense claimed.

a)
Absence from Home and Office, Not Overnight

Where there is an absence from home and office not overnight, whether in the UK or overseas, actual expenditure for employee meals and other refreshments (excluding alcohol) should be claimed up to the following maximum amounts:

	For absence from home, not overnight

	From 4 to 8 hours
	£6.65

	From 8 to 12 hours
	£14.75

	From 12 to 16 hours
	£17.00

	More than 16 hours
	£20.00


The above rates do not constitute an absolute entitlement, but an upper limit. The budget holder may specify any lower amount as applicable to the constraints of the budget.

b)
Absence from Home Overnight

For absence from home overnight subsistence will consist of two elements, namely accommodation and meals.

c)
Accommodation

Employees travelling on business that involves absence from home overnight should stay in reasonable quality hotels.

The maximum reclaimable level of expenditure on accommodation is £80 per night.  The above rate does not constitute an absolute entitlement, but an upper limit. The budget holder may specify any lower amount as applicable to the constraints of the budget. Should a cost of above this level be required prior approval from the Accounts Dept is required

The budget holder may specify any lower rate of reclaimable expenditure on accommodation as is applicable to the constraints of the budget.  The budget holder should approve the level of expenditure on accommodation prior to booking.

Receipts must support claims for reimbursement of accommodation expenses.

The Diocese will not reimburse items of a personal nature, such as Newspapers or video hire.  Where such items are included in a bill, which is settled directly by the employee, the costs must be deducted from an accommodation expense claim.

Where the accommodation bill is paid directly by the Diocese, the employee should normally settle any personal costs incurred on checking out.

d)
Meals and Refreshments

Employees travelling on business that involves absence from home overnight may reclaim the costs of meals and other refreshments (excluding alcohol) up to the following maximum levels.

	Meal 

	Breakfast
	£5.00

	Lunch
	£7.50

	Evening Meal
	£18.00


The above rate does not constitute an absolute entitlement, but an upper limit. The budget holder may specify any lower amount as applicable to the constraints of the budget. Should a cost of above this level be required prior approval from the Accounts Dept is required

e)
Subsistence for Staff Gatherings

Occasions where only Diocese employees are present do not constitute entertaining, but are designated as subsistence expenditure.

Reasonable subsistence expenses for staff gatherings may be reclaimed where there is a valid business purpose for the gathering, and the budget against which the expense is to be booked has provision for that expenditure.

Such occasions would include welcome lunches (for new staff members), retirement parties and team-building functions.

iv
Personal Incidental Expenses

An employee making a business trip may find that they incur personal expenditure on items such as private phone calls and laundry.  Such expenses are not classed as travel expenses nor subsistence costs, but are treated as Personal Expenses incidental to the trip incurred whilst travelling.

Such Personal Incidental Expenses (PIE) may be reclaimed by employees who stay away overnight whilst travelling on business at the discretion of the budget holder.

For each UK business trip the maximum amount of personal expenses that may be reclaimed is £5 per night away from home.  The £5 maximum includes any VAT paid on the expenses.

For each business trip overseas maximum amount of personal expenses that may be reclaimed is £10 per night away from home.  The £10 maximum includes any VAT paid on the expenses.

If more than an average of £5/£10 per night were reclaimed over the course of a trip, the employee would become liable to income tax on the full amount reclaimed.

Where a claim for PIE is submitted, receipts should support the Expenses Claim form wherever possible.

Examples of reclaimable expenses are:

· Laundry costs.

· Private telephone calls.
In the case of dispute the Diocesan Secretary and Diocesan Accountant will have final determination of the legitimacy of a PIE claim.

v
Entertaining and Hospitality

“Entertaining” includes hospitality of any kind and also expenditure on business gifts.  

As a general rule, those who have donated to the Diocese or have funded Diocese projects do not expect the money to be spent unnecessarily on hospitality.  The Diocese will not normally reimburse entertainment expenses. However in the rare case where this maybe appropriate, permission must be sought in advance from the Diocesan Secretary or Diocesan Accountant 

Occasions where only Diocese employees are present do not constitute entertaining, but are designated as subsistence expenditure. 

The Diocese will normally not refund any expenditure incurred on business gifts.  

vi
Telephone and Internet Expenses

The Diocese will reimburse staff members for any necessary business calls they are required to make in the performance of their duties.  Business calls, plus any associated VAT, will be reimbursed through an authorised expenses claim form.

In general, no reimbursement will be made for any telephone rental charge 

a)
Home Telephone

For business calls made from home to be reimbursed the expenses claim form should be supported by a detailed telephone bill indicating:

· The business calls and their cost.

· The number of the person the call is to.
The Diocese will only bear the rental charge of a home telephone where an employee is “on call” whilst at home to deal with emergencies, e.g. contact point for the fire brigade.  The Diocese will only meet the cost of Internet access for members of staff from home where prior agreement has been approved by the DBF

b)
Mobile Telephone

For business calls made from an employee’s mobile telephone to be reimbursed, the expenses claim form should be supported by a detailed telephone bill indicating:

· The business calls and their cost.

· The number of the person the call is to.

c)
Telephone Calls Associated With a Subsistence Claim

Business calls made away from home and reclaimed together with an associated subsistence claim will be fully reimbursed, where the following details are provided:

· The name and/or telephone number of the person called.

· The duration of the call.

· The cost of the call.
The business calls may be made from a public call box, mobile phone or via telephone calling card. Employees are asked to refrain from using overnight accommodation telephones due to the cost factor.

Personal telephone calls made away from home and reclaimed will only be payable as part of a Personal Incidental Expenses claim 

vii
Other Expenses

Employees may reclaim other expenses provided that the expense was incurred wholly, exclusively and necessarily in the performance of the duties of employment.

Claims for other expenses will only be paid when the expenditure is legitimate and the budget against which it is booked has provision for that expenditure.

Claims for other expenses should be accompanied by supporting receipts.

Where there is doubt as to whether an item may be claimed, permission must be obtained in advance.  In the case of dispute the Diocesan Secretary and Diocesan Accountant will have  determination of legitimacy, with due regard to legal and internal restrictions.
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