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Introduction

1 The information and procedural instructions in this manual are for the guidance of all members of the University Council and its Committees and of all employees of the University. Unless otherwise stated, the term "employee" refers to all levels of University employees, and for the purposes of this manual, all members of the University Council and its Committees.  The policies are designed to ensure that employees are reimbursed for expenditure actually and necessarily incurred on the University’s business.  The procedures provide a mechanism for enabling such expenditure to be reimbursed.
2 The policies are the policies of the University but they have been prepared in the light of the income tax regulations and the tax/NIC treatment has been agreed by the University’s tax office.  

3 Those benefits which state that “no tax or NIC liability will arise” are covered by a "form P11D dispensation" issued by the tax office (this confirms the Inspector of Taxes' agreement that business expenses covered by it are allowable for tax purposes).  In these circumstances the Inspector of Taxes has agreed that employees need not report these details in their tax returns.  

4 Where it is stated that a benefit is subject to tax and/or NIC liability and where expenses are paid outside the scope of this manual, the University will, at the end of each tax year, prepare a form P11D or form P9D in respect of each employee in receipt of such expenses.   This will give details of all such provision made in that year and will be submitted to the Inland Revenue by 6 July following the end of the tax year in order that the Inspector of Taxes may collect any tax and/or NIC due from the employee.  A copy of this report will be provided to the employee for the purposes of his or her tax return.  

5 This document states that some benefits will form part of a PAYE settlement.  Where this is applicable the tax and/or NIC liability which an employee would normally pay will at the discretion of the University, be paid on their behalf by the University directly to the Inspector of Taxes.  Paying these liabilities on behalf of the employee is in itself a benefit and as such gives rise to a second amount of tax and NIC which will also be paid by the University.  Where this is applicable all tax and NIC costs will be recharged to the School or Service from which the initial benefit was provided.  Under these circumstances no form P11D or form P9D will be issued as no liability falls to the employee.  

6 In the event that an expense claim or benefit is contemplated in respect of any item not included in this manual, or an employee has a query relating to the payment of expenses under this policy, the matter must be referred in the first instance to his or her Budget Holder/Delegate who may thereafter need to refer to Financial Services for guidance.   Any further advice which may be required by the University from the Inland Revenue will be sought by Financial Services.  

7 Benefits known at present which will need to be reported by employees in their tax returns (in accordance with paragraph 4 above) are as follows:-

· Redundancy payments and/or benefits which exceed £30,000;

· University cars and vans (see paragraphs 119-120);

· Fuel for private use in University cars;

· Discretionary relocation expenses (see paragraph 28).

EXPENSES REIMBURSEMENT PROCEDURE TC "AUTHORISATION OF EXPENSE CLAIMS (INCLUDING PETTY CASH)" \f C \l "1" 

 TC "AUTHORISATION OF EXPENSE CLAIMS (INCLUDING PETTY CASH)" \f C \l "1" 

 TC "AUTHORISATION OF EXPENSE CLAIMS (INCLUDING PETTY CASH)" \f C \l "1"   

8 It is the policy of the University that employees are reimbursed the rates as set out in this manual or the actual cost of expenses incurred wholly, exclusively and necessarily in the performance of the duties of their employment. Employees are expected to minimise costs without impairing the efficiency of the University.

9 Expenses incurred on behalf of the University should be claimed in accordance with the instructions in this manual and are to be recorded in detail on an employee expenses claim form.  Claims should normally be made within one month of the expense being incurred.  These claims must be supported by receipts wherever the supplier can reasonably be expected to provide a receipt.  Where individuals have used their own credit card on company business, details of the purchase should be entered onto the claim form and the original receipt attached.  The original credit card receipt should be used where no other form of receipt is available.
10 The claim form must be signed by the claimant and the form must be authorised under the procedures described below under "Authorisation of expense claims". 
11 Petty cash vouchers are to be used only for small items of actual expenditure not related to travel and subsistence.  The maximum amount which may usually be claimed through the petty cash system is £20 in respect of any one item.  All other expenses must be claimed using an employee expenses claim form. Any item claimed on a petty cash voucher must be fully described and a receipt attached wherever the supplier can reasonably be expected to provide a receipt.
AUTHORISATION OF EXPENSE CLAIMS (INCLUDING PETTY CASH) TC "AUTHORISATION OF EXPENSE CLAIMS (INCLUDING PETTY CASH)" \f C \l "1" 

 TC "AUTHORISATION OF EXPENSE CLAIMS (INCLUDING PETTY CASH)" \f C \l "1" 

 TC "AUTHORISATION OF EXPENSE CLAIMS (INCLUDING PETTY CASH)" \f C \l "1"  AND COMPANY CARDS.
12 The claim form must be signed by the claimant and authorised as follows:

	Claim form submitted by
	Authorised by

	Staff below Budget Holder/Delegate level
	Budget Holder/Delegate

	Budget Holders/Delegates
	The School Dean or Director of Service

	Deans/Directors of Service
	Deputy/Vice-Chancellor.

	Deputy/Pro Vice-Chancellor 
	Vice-Chancellor

	Vice-Chancellor

(checked by Executive Officer)
	Chair of Audit Committee 

	Members of University Council/Council Committees 
(checked by University Secretary)
	Director of Finance


13 Any amendments made to expense forms should be initialed by the claimant and by the individual authorising the claim.  Under no circumstances will self authorised claims be accepted for payment.
14 The completed forms should normally be submitted to the Procurement Section of Financial Services, together with all supporting documentation (receipts, etc.) no later than the end of the month following that in which the expenditure was incurred.  The forms and supporting documentation will be retained by Financial Services for at least six years.
15 Any attempt to submit a false claim will be treated as gross misconduct under the disciplinary rules of the University.
VAT TC "VAT" \f C \l "1" 
16 It is important that VAT invoices are provided wherever possible with claims, in order to ensure that the University can recover the full amount of VAT to which it is entitled.

17 In most circumstances, goods or services being acquired for business purposes should be purchased using a University purchase order or University purchasing card and the supply should be made to the University.  

18 If this is not possible and an employee purchases the goods or services personally then they must obtain a receipt wherever possible in order to obtain reimbursement.

Expenses and benefits provided by the University TC "Expenses and benefits provided by the University" \f C \l "1" 
CASUAL EMPLOYEES/ VISITING LECTURERS/ CONSULTANTS/ ETC. TC "CASUAL EMPLOYEES" \f C \l "1" 
19 The University approved employment agency should be used for recruitment of temporary staff and payments will be made directly by the University to the relevant agency.  Where the University employs visiting lecturers, consultants, etc, these will be paid through the Payroll section under PAYE regulations or via Financial Services where an individual:

· can prove they are legitimately self-employed
· is an external examiner of a masters or doctorate course
· provides musical accompaniment and/or auditions

LIABILITY INSURANCE TC "LIABILITY INSURANCE" \f C \l "1" 
20 The University provides insurance cover for 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 etc in carrying out his or her work and extends to costs incurred in defending such claims. 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.

21 No tax or NIC liability arises in respect of the premium paid by the University in providing this insurance. Similarly, no tax or NIC liability arises in respect of any payment made to the employee either by way of proceeds of a claim made under the policy or, exceptionally, by way of direct reimbursement by the University under its Articles.  No details need be reported in tax returns.

PURCHASE SCHEMES

22 The University may offer equipment which is no longer needed by the University, or which it has elected to sell to students and staff, at a price representing the estimated market value at the time, plus VAT.

23 No tax or NIC liability arises from this arrangement and employees need not report details in their tax returns.
RELOCATION EXPENSES

24 The purpose of the relocations policy is to compensate, in part, the financial loss incurred by new employees who are required to relocate their permanent residence to within daily travelling distance of the University.  This benefit is not a grant but a sum against which a claim can be made for reasonable expenses incurred in moving your home.
25 The scheme applies to members of staff, employed on senior staff contracts, taking up a first appointment with the University of at least three years’ duration and who have to change their place of residence as a consequence of taking up appointment. Applicants should be aware that if they leave before serving three years’ continuous employment with the University from the date of appointment they will be required to refund some or all of the expenses paid.  The Vice-Chancellor has discretion to widen the scope of the scheme to include other employees given the particular circumstances on each case.

26 Relocation expenses will normally only be payable to senior staff who move to within 30 miles of Huddersfield/Oldham/Barnsley (i.e their main campus base), providing that the original home was more than this distance from their main campus base.  It is expected that staff will make every effort to move house in as short a time as possible and in any case within 12 months of the start of their employment.  The University is sympathetic to the difficulties associated with moving house and extensions to this timescale may be available depending on individual circumstances.  If you are concerned about the deadline you should discuss your situation with the Personnel Manager.  However, the maximum period will be in accordance with HMRC rules for exemption of tax and Class 1A NIC liability i.e. before the end of the tax year following that in which the employee takes up the new appointment.

27 Where two members of staff are relocating to the same home the University will only accept one claim up to the maximum £8,000 value on behalf of the new household.  

28 Relocation costs will be refunded in full or up to a maximum of £8,000 whichever is the lesser sum.  Relocation costs are defined as those necessarily incurred in the relocation of home and individuals must change their main place of residence.  Qualified expenses are specified by the HMRC and must be supported by receipts.  These are:
· disposal or intended disposal of old residence acquisition or intended acquisition of new residence
· transporting belongings
· travelling and subsistence
· domestic goods for the new residence
29 In the event of a resignation or termination of the contract, including the non renewal of a temporary contract, within three years of the date of appointment, repayment of relocation costs will be required as follows:

· Resignation within a period of one year:
100%
· Resignation after one year but before 3 years:   Repayment of full amount received less 1/36th of this amount for each calendar month of service
30 In special cases, such as those involving movement from overseas or in times of recruitment difficulty, the Vice Chancellor may, at his discretion, exceed the limits of the allowance.

31 To apply employees should complete Reloc 1 form and submit this to the Personnel Manger for authorisation.  Claims will be processed by Financial Services.
32 Where the maximum relocation expenses the University will reimburse does not exceed the amount allowable by the Inland Revenue, no income tax or NIC liability will arise on the reimbursement of such expenditure.  Where, at the discretion of the Vice-Chancellor or the Chair of Council, these limits are exceeded payments will be subject to income tax and NIC as applicable.

HEALTH ASSESSMENTS  (Until 5 April 2009)
33 Where the University requires a medical report or an employee to undergo routine medical health checks or medical screening, the University will make the necessary arrangements with the employee’s general practitioner or other relevant specialist and will pay direct the costs so incurred.  Employees must not pay the practitioner and reclaim the costs via the expense claim system. All medical reports will be supplied direct to the University but copies will be made available to the employee on request. Health assessments may be required as follows:-

· pre-employment medicals for staff generally;

· for the purpose of retirement through ill health;

· where the University requires a report on the employee's fitness.

34 The University will only pay for medical treatment or diagnosis where it is deemed that an employee’s health is affecting their work and where recommended by the University’s Occupational Health Unit.

35 No tax or NIC liability arises in respect of the above and details need not be reported in tax returns.

SPECTACLES FOR VDU OPERATORS

36 Where employees are required to operate VDU equipment in order to carry out their duties and for these purposes an employee undergoes a VDU examination, the University will pay for the cost of the examination in accordance with the following:

37 A written statement must be issued by the Head of Department, School Administrator or Director of Service confirming that the employee is a VDU user as defined by the University’s Display Screen Equipment Code of Practice.  This statement should be passed to the Occupational Health Department who will then issue an Eye Examination Voucher (to the value of £20.00), entitling the employee to go to any Optician participating in the scheme.

38 Following the eye and eye sight test the Optician will provide the employee with a certificate of recommendation which must be returned to the Head of Department, School Administrator or Director of Service.  If the use of spectacles solely for VDU work is recommended, the employee will be issued with a Spectacle Voucher up to the value of £55.00, by the Occupational Health Department.  The voucher should be taken to the Optician for the spectacles to be ordered.  An employee wishing to have frames from outside the permitted range must meet any additional cost.  Where an employee already wears spectacles for non VDU work but now requires additional spectacles for VDU work, it may be possible to include them with a bifocal or varifocal lens.  The employee is only responsible for the cost of the non VDU part.

39 No reimbursements will be made to employees.  Consequently, no tax or NIC liability arises and details need not be reported in tax returns.

HOME TELEPHONE COSTS

40 In exceptional circumstances where an employee performs significant duties mostly at home and needs to make regular business use of a home telephone line, the University will reimburse the employee for the costs of a dedicated telephone line.  Calls made on the business line should be kept to a minimum and the employee will reimburse the University for the full amount of any private calls plus VAT.

41 No tax or NIC liability will arise to employees in respect of home telephone costs claimed in accordance with these rules and no details need be reported in tax returns.

MOBILE TELEPHONES

42 
Mobile telephones are supplied by Telephone Services only where a specific operational need arises. Where it is necessary for a mobile telephone to be provided, the University will make the necessary arrangements for the rental of the equipment and will pay all costs including call costs.  Arrangements for the reimbursement of private call costs should be made by the employee with their School/Service.
43      
The University will not reimburse employees for hiring, leasing or purchasing such equipment of their own, irrespective of whether the equipment is required for the proper performance of the duties of employment.  The University will meet the costs of business calls incurred by employees using such equipment, provided detailed evidence of the costs is supplied with the claim form.

44   
No tax or NIC liability arises in respect of use of mobile telephones in accordance with the above and details need not be reported in tax returns. 

UNIFORMS/PROTECTIVE CLOTHING/SAFETY CLOTHING & EQUIPMENT
45  
The University will provide uniforms for the following categories of employee.  The provision of clothing will be arranged by the University.  Costs may not be claimed by way of reimbursement in cash:-

· Campus Support Staff 

· Cleaners

· Reception

· Catering Services

· Post Room 

· Combined Services Group
46 The University may also provide specialist clothing and safety equipment such as hard hats, safety boots, fluorescent jackets and chefs whites to employees whose duties require that they are so equipped.  Certain protective clothing and recognised corporate uniforms are provided by the University for the above members of staff.  Uniforms are also provided by the University for Nurses to enable them to work safely and enable the University to meet its obligations as an employer under Health and Safety legislation.  The University will also provide specialist clothing or safety equipment to certain groups of staff or students for the completion of set activities (such as designated helpers at Open Days). 
47 Clothing provided as recognised corporate uniforms, specialist as well as protective clothing must be prominently and permanently labelled with the University’s logo imprinted/stitched or otherwise permanently attached to them so as to identify the wearer as an employee of the University and it must not be suitable for everyday wear outside of the working environment.  Expenses of laundering the clothing referred to above may be deducted from the employee’s salary or will be the responsibility of the individual concerned.
48 The University also provides protective clothing for those working in a clinical/laboratory environment.  These are issued to enable them to work safely and enable the University to meet its obligations as an employer under Health and Safety legislation.  Expenses of laundering these items may be met by the University.
49 No tax or NIC liability arises in respect of clothing and laundry costs provided under the terms described above and details need not be reported in tax returns.

UNIVERSITY PURCHASING CARDS

50 At the discretion of Financial Services, employees who make a significant number of low value purchases may be provided with a University purchasing card.  These cards are for business use only and MUST NOT be utilised for private use.  All transactions should be in accordance with the terms of this manual and comprehensive details of the card usage must be entered onto a log sheet particularly in relation to travel, subsistence and entertaining.  All original receipts should be retained by the school/service for seven years in order to fulfil audit requirements.  The log sheet must be authorised in accordance with paragraph 12 and should be submitted along with the statement to Financial Services.
UNIVERSITY CREDIT CARDS

51 Employees who are required to travel/entertain regularly in the course of their work may, at the discretion of Financial Services, be provided with a company credit card.  These cards MUST NOT be utilised for private use.  Full details of the card usage must be entered onto a log sheet and all original receipts attached.  Where the card is used in respect of travel, subsistence and/or entertaining, comprehensive details and costs must be provided.  All company credit card transactions should be in accordance with the terms of this manual.  The log sheet must be authorised in accordance with paragraph 12 and should be submitted along with the statement to Financial Services.

PROFESSIONAL SUBSCRIPTIONS

52 Where an employee’s membership of an approved professional body is a requirement of their employment and where the University agrees to cover the cost, the University will make payment, where possible, directly to the organisation concerned on receipt of an authorised invoice.  Where the employee pays the costs directly they must follow the normal expenses claim and authorisation procedures.  By authorising the invoice the Budget Holder is taking responsibility for checking that the membership is a requirement of employment and that it is with an approved body (see www.hmrc.gov.uk/list3/index.htm for list).

EXTERNAL TRAINING COURSES

53 Employees may be required to attend training courses in order to perform their duties effectively. The University organises many training courses in-house and the costs of these courses are borne by the University. Where, however, it is necessary for employees to travel to courses external to the University, any travel and subsistence expenses incurred may be claimed under the rules indicated in the "Travelling expenses" and "Subsistence" sections of this manual.

54 Additionally, at its discretion, the University will bear the cost of external training courses.  The University may agree to meet the cost of courses where the training leads to the acquisition of knowledge or skills which are necessary for the duties of the employment or directly related to increasing effectiveness in the performance of the employee's present or prospective duties in the employment. Where either of these conditions is met the University may agree to bear the cost of the course fees and the cost of essential books in addition to the costs of travel and subsistence. 

55 Where the University agrees to bear the costs, invoices should normally be made out to the University who will make payment directly to the supplier/trainer.  In exceptional circumstances where an employee pays the aforementioned and reclaims the expenses via an employee expenses claim form, the form must specify which course was undertaken and in the case of an NVQ course the word ‘NVQ’ must be clearly marked.  Claims will be reimbursed subject to the normal rules for reimbursement of expenses as set out in this manual

56 Where the claim does not relate to an NVQ course no tax or NIC liability arises in respect of such payments and details need not be reported in tax returns.  In the case of NVQ courses please refer to Financial Services for guidance.
External training courses travel and subsistence expenses
57 Provided the period of training on an external course is less than 12 months and the employee returns to their normal place of work at the end of the period of training, any reasonable travel and subsistence expenses incurred in attending the course may be claimed under the rules indicated in the "Travelling expenses" and "Subsistence" sections of this manual.

58 No tax or NIC liability arises in respect of such costs and details need not be reported in tax returns.

DEGREE COURSES

59 
The University may allow employees to undertake a University of Huddersfield degree course at a discounted price.  Since the discounted amount paid will exceed the actual costs of providing the course, then no liability will arise.

PRIZES / AWARDS / GIFTS

To External Individuals / Organisations
60 Where it is necessary to provide gifts to individuals who are not employed by the University these should be purchased, using an internal order, from the range of University products available from the University Conference Office or University shop.  University memorabilia are also available to purchase from the Student Union shop.  In exceptional circumstances where items are purchased external to the University these should also be purchased using an official University purchase order or purchasing card. 

61 In all circumstances the following information must be shown on the order or purchase card log sheet:-

· the name(s) of recipient;

· the organisation(s) which they represent;

· the reason for provision.

62 Gifts should not be provided in the form of cash, food, drink, tobacco, or vouchers and should not exceed £50 per year for any one recipient.

63 In the circumstances described above no tax or NIC liability arises in respect of such costs and details need not be reported in tax returns.

Receipt of Gifts 

64 Accepting a gift or gratuity from anyone who deals with or is seeking to deal with the University can place an employee in a compromising position.  No monetary reward or gifts in kind for personal use should be accepted from outside individuals or organisations except as set out below and where to refuse would impair relationships.
· token gifts with a value up to £50 e.g. calendar, pen, book, review copy, etc. can be accepted and need not be reported within the University. 
· potential recipients must obtain prior approval from their Dean or Director of Service or from the Vice-Chancellor (or Deputy Vice-Chancellor) in the case of Deans or Directors of Service, before accepting gifts with a value of £50-£100.  Recipients should be aware that such items may be recorded as University property.
· gifts which are over £100 in value should be reported to the recipient’s Dean or Director of Service or the Vice-Chancellor (or Deputy Vice-Chancellor) in the case of Deans or Directors of Service as well as to the University Secretary who will maintain a University register of such gifts.  These items will either be recorded as University property or sold (the proceeds going into general University funds).
65 If the gift is substantial, an employee should normally politely refuse in accordance with the disciplinary rules of the University and explain that they are not permitted to accept such a gift.  In order not to impair relationships recipients should obtain prior advice from their Dean or Director of Service or from the Vice-Chancellor  (or Deputy Vice-Chancellor) in the case of Deans or Directors of Service.
66 In the circumstances described above such costs will not be reportable by the University on an individual’s P11D or P9D.

Provided By The University To Members Of Staff
67 The University may occasionally provide an employee with a small gift of flowers, to mark an event such as a wedding, birth, bereavement or illness.  These items should be purchased using a University purchase order or University purchasing card and full details should be given.  

68 Providing this is not a reward for services, no tax or NIC liability will arise to employees in respect of such expenses and no details need be reported in tax returns.

69 Other gifts, prizes and awards provided by the University or anyone connected with the University to members of staff are generally liable to tax and/or NIC and such items will either be reportable on each individual’s form P11D or P9D or form part of a PAYE settlement.  Guidance should be sought from Financial Services, prior to purchase.  Gifts to staff purchased entirely from voluntary contributions by their colleagues do not fall within the scope of these regulations.
Long Service Awards
70  
Employees completing 25, 35, 40 and 45 years continuous employment may, at the discretion of the University, be presented with a gift.  The gift will not take the form of cash or gift vouchers, but otherwise the employee will be invited to choose a gift to the value agreed.  No tax or NIC liability will arise providing the employee has not received such an award within the previous 10 years and so long as the value of the gift plus any related buffet does not exceed the limit set by the Inland Revenue (contact Financial Services for information).  Where an employee has received a long service award within the previous 10 years this will form part of the University PAYE settlement.
HOSPITALITY/ENTERTAINING / FUNCTIONS

Alcohol

71 The University has a policy on ‘The Availability of Alcohol in the Workplace’ which stipulates that on premises directly under the control of the University:

· alcohol with the exceptions set out below, will not be available between 0800 and 1730hours. 
· the provision of alcohol at business and social functions after 1730 hours or when the University is closed will be at the discretion of the organiser but a range of non-alcoholic drinks must be available.
· open containers of alcohol will not be permitted other than in appropriate licensed or registered areas.
The exceptions to these rules are:

· the provision of alcohol as part of the delivery of an established course.
· commercial activities for external bodies undertaken by Catering Services.
· the official receptions associated with annual award ceremonies.  A range of non-alcoholic drinks must also be available.
· the University's Annual Public Meeting. A range of non-alcoholic drinks must also be available.
· Such extra-ordinary circumstances as may be decided by the University Secretary or his appointed deputy.
72 When entertaining external business contacts away from University premises, the reasonable costs of alcohol may be reimbursed by submitting an employee expenses claim form and attaching all receipts.  The following information must be shown on the form under ‘business expenses’:-

· the name(s) of all attendees;

· the organisation(s) which they represent;

· reason for provision.

Receipt of Hospitality
73 Members of staff may accept meals or equivalent hospitality only in the normal course of business and only when the hospitality is of a reasonable level and not extravagant.  Examples of what might be acceptable include an offer of a drink after a visit or an invitation to attend a function as a representative of the University. Examples of what would be considered unacceptable are accepting holidays, hotel, theatre tickets. Prior approval from the recipient’s Dean or Director of Service or from the Vice-Chancellor (or Deputy Vice-Chancellor) in the case of Deans or Directors of Service must be sought.

74 In the circumstances described above such costs will not be reportable by the University on an individual’s P11D or P9D.

Entertaining/Hospitality for External Business Contacts

75 Necessary costs of hosting external business contacts will be reimbursed on production of receipts by completing an employee expenses claim form.  The following information must be shown on the form under ‘other expenses’:-

· the name(s) of all attendees;

· the organisation(s) which they represent;

· reason for provision.

76 Similarly, where external business contacts are entertained using the University's catering facilities or where an order is raised in respect of such expenses, the host employee must enter details as above, on the order.

77 As a general rule there should be no more than three University employees per external business contact.  Where this general rule is applied no tax or NIC liability will arise to employees and details need not be reported in tax returns.  In exceptional circumstances where external business contacts are hosted and the general rule is not applied, the expenditure is reportable on an individual’s form P11D or P9D.  The University may agree to include these as part of the University PAYE settlement though all queries relating to this matter should be directed to Financial Services prior to the event taking place.

Staff Meetings/Functions/Away Days
78 Where there is a genuine business reason for staff to be provided with food/refreshments at a business meeting or where the University holds a function for its staff (for long service awards see paragraph 66), the University internal catering provisions should be used and an internal order raised.   
79 In exceptional circumstances where external catering companies are used for such provision or where events are held away from the University campus, at the end of each tax year (5th April) schools and services are responsible for providing Financial Services with the following information:
· date of provision;

· reason for the provision of hospitality including whether any element of training was involved; 
· external catering company used;
· names of those attending;
· method of payment (e.g. purchasing card, order, expense claim, etc.);
· total cost including vat.
80 Food/refreshments provided by the University internal catering provisions as described above, are not liable to tax and/or NIC and details need not be reported on an individual’s form P11D or P9D.  

81 Where external caterers are used either at the University or elsewhere unless there is an element of training involved in the event, the costs are liable to tax and/or NIC and as such are reportable on an individual’s form P11D or P9D.  In some circumstances the University may agree to include these as part of the University PAYE settlement though all queries relating to this matter should be directed to Financial Services prior to the event taking place.  
Entertaining/Hospitality for Spouses/Family Members/Friends
82 Spouses of members of staff may be invited to attend and act as host/hostess at University functions and consequently receive free hospitality as an incidence of business entertaining. 

83 For any individual event the number of spouses for whom there is a genuine role as host/hostess will be small and will relate to the nature of the occasion.
84 Written approval must be sought and obtained from the Vice-Chancellor in advance and such approval would also need to be formally notified to the Financial Services Department.

85 Generally the costs relating to spouse, family members or friends are liable to tax and/or NIC and as such items will either be reportable on each individual’s form P11D or P9D or form part of a PAYE settlement.  Prior guidance should be sought from Financial Services.
TRAVEL

86 Except as otherwise provided below, employees may claim only the costs of necessary business travel. In order to determine the extent to which journeys may be regarded as business journeys, see "Definition of Business Travel" below.  

87 Employees may claim either the rates set out in this manual, or, the actual, reasonable costs of travel, supported by receipts.  Wherever possible, employees should arrange rail and air journeys through one of the University’s approved travel agents and payment will be made direct by the University to the supplier.  Where the employee pays the costs directly to the University approved travel agent the procedures described in "Expense Reimbursement Procedure" should be followed.  
Definition of Business Travel
88 In this manual, in order to identify those journeys which may be regarded as business journeys, employees' travel patterns will be categorised as follows.

· The employee normally works at a base location but occasionally travels to other University locations, clients, etc.

Except as provided below, all journeys between home and the normal location are to be regarded as private and the costs of these journeys are not to be claimed.  All journeys away from the base location on business may be regarded as business journeys, except that where a journey begins or ends at home the employee may claim only the cost of the lesser of:-

· the distance actually travelled; or

· the distance which would have been travelled if the journey had started or ended at the employee's normal place of work, as appropriate.

· The employee has a normal place of work but is sent to work at a different location for up to 24 months (this is termed a "detached duty" assignment).
Where the employee is sent on a detached duty assignment, business travel will comprise:-

· travelling on a daily basis from home to the detached duty location. Travel costs will be based on:-

· the actual cost of a weekly or monthly (or longer period if more cost effective) season ticket where public transport is used; or

· the appropriate car mileage rate, where the employee uses his/here own motor vehicle.


Detached duty travel will only be regarded as business travel if the employee returns to his/her normal place of work within 24 months. 


Where an employee is initially expected to be absent from the normal place of work for a period of up to 24 months before returning to the normal place of work but circumstances change during the period and it becomes known that the absence from the normal place of work will exceed 24 months, journeys undertaken after the date of the change of circumstances may not be regarded as business journeys and the costs may not therefore be claimed.

Rail
89 Normally staff will be reimbursed for standard plus, standard class (or saver ticket) travel.  However, at the discretion of the Budget Holder or, if the journey is being undertaken by the Budget Holder, by the person authorising the journey, employees may travel first class.

90 As far as possible, rail tickets should be obtained in advance of travel via one of the University’s approved rail providers (see http://intra.hud.ac.uk/finance/purchasing for information).  Where employees purchase a ticket the expenditure must be fully receipted wherever possible.  Seat reservations can be made if necessary and the cost will be reimbursed.  Claims should be made subject to the normal rules for reimbursement of expenses as set out in this manual.

Air
91 Air travel in the UK may be used when saving on official time, reducing subsistence or the urgency of the journey justifies the extra costs.

92 When travelling overseas the usual method of transport will be by air.  As a general rule, air travel should be in economy class.  This should always be the case on shorter journeys within Europe.  For longer journeys of, say, six hours or more, the employee’s Budget Holder, Dean or Director of Service, the Vice-Chancellor, the Deputy Vice-Chancellor, or a Pro Vice-Chancellor may authorise the use of business class travel, if a sound business case can be made.  This class could be allowed to enable travellers to be fresh on arrival, but it will often be cheaper to fly economy class a day ahead of a planned meeting and incur an extra night’s hotel charge.  Against this there is a quantifiable opportunity cost of the additional time involved which should also be taken into account.  Whichever class of travel is selected, the air ticket market is competitive with potential savings of hundreds of pounds on a single ticket.  The University’s approved travel agents are instructed to endeavour to secure the best available deal, but in practice Delta can usually obtain the lowest prices for air tickets.  Employees need to bear in mind that some of the cheaper tickets are non-transferable.

93 Regular travellers may qualify for one of the ‘air miles’ schemes of the major airlines.  However, individuals should not benefit personally from accumulating air miles but should use them to offset the cost of official journeys.  The National Audit Office policy for its own staff is that the use of air mile credits for private travel would be an unacceptable personal benefit from expenditure of public funds and the University takes the same view.

Bus
94 Staff should consider travel by bus where practicable.

Taxis
95 If a taxi is used a full explanation why its use was considered necessary should be shown on the claim form and receipts attached wherever possible.  Taxi fares will be reimbursed for journeys for which there is no other suitable method of public transport and/or when heavy luggage has to be transported to or from the place of departure or arrival.  
96 No tax or NIC liability arises in respect of travel expenses claimed under the above rules and details need not be reported in tax returns.

Taxis for Late Working

97 Where an employee is required to work late, they may arrange for a taxi to take them home and charge the cost to the University's account, providing all the following conditions are satisfied:-

· the employee is required to work later than usual and until after 9.00 p.m. 

· this occurs irregularly and does not follow any predictable pattern nor does it arise on more than 60 evenings in a tax year for any one individual; and

· when the employee leaves, either public transport home has ceased operating or the person responsible for authorising the employee's expenses confirms that it would not be reasonable to expect the employee to use it.

98 By authorising invoices and claims of this nature the Budget Holder is confirming that all the above conditions have been satisfied and that they are taking responsibility for keeping an auditable record of these expenses.  No tax or NIC liability arises provided the above conditions are satisfied and details need not be reported in tax returns.

Car parking
99 At many University sites car parks are available to staff.

100 No tax or NIC liability will arise from the provision of this benefit and details need not be reported in tax returns.

101 Parking costs incurred in the course of business travel (see "Definition of Business Travel” paragraph 84) may be claimed via the expenses system.

102 Wherever VAT is charged on parking costs which may be claimed, a suitable VAT invoice/receipt should be obtained and attached to the employee expenses claim form.

Hired Cars 
103 Where it is most cost effective to use hire cars rather than private cars then hire cars should be used if requested by the Budget Holder/Delegate.  All hire arrangements must be made using one of the University’s approved car hire companies by raising an official order or by using a University purchasing card where these have been issued.  Cars can be delivered either to the University or to any home address within 10 miles of Huddersfield.  It is more cost effective to use a hire vehicle than an employee’s own car for longer journeys.

104 Budget Holders are responsible for ensuring that all drivers who hire vehicles on behalf of the University have a full, valid licence.  Copies of driving licences should be kept by Budget Holders and these records must be kept up to date at all times.  By authorising the expenditure the Budget Holder is taking responsibility for checking the driving licences for the relevant members of staff.  The University may be held liable if an employee on University business causes an accident and is subsequently found not to hold a valid licence.

105 Hired vehicles MUST NOT be used for private purposes as the University insurance does not cover employees for any personal use.

Employees' own cars 
106 Staff who wish to use their own private cars on University business (see paragraph 84 “Definition of Business Travel”) must seek prior authority to do so from their Budget Holder/Delegate. 

107 Each employee should ensure that his/her vehicle is in a roadworthy condition and take the precaution of obtaining from his/her own insurance company confirmation that:

· his/her policy covers them in person whilst on University business;

· the policy includes the carriage of trade goods;

· an indemnity is provided to the University in respect of third party claims whilst the vehicle is so used;

· the receipt of a mileage allowance by the employee for use of his/her vehicle on the University’s behalf does not invalidate the insurance.

108 Budget Holders are responsible for ensuring that all drivers who claim mileage allowance for using their own vehicles have a full, valid licence.  Copies of driving licences and insurance certificates should be kept by Budget Holders and these records must be kept up to date at all times.  By authorising the expenses claim form the Budget Holder is taking responsibility for checking the driving licences and certificates of insurance for the relevant members of staff.  The University may be held liable if an employee on University business causes an accident and is subsequently found not to hold a valid licence and/or valid motor insurance.

109 Mileage allowance will be given when it is clear that the journey will not involve greater overall costs than would have been incurred if the travel had been by other means:  otherwise a claim may be limited to public transport costs, e.g. rail fare (plus taxi if appropriate) or the Public Transport mileage rate (see paragraph 109 below).  An approved University journey will involve the following considerations:-

· adequacy of public transport facilities

· effect of overall efficiency

· savings on official time

110 Where a journey begins or ends at home the employee may claim only the cost of the lesser of the distance:-
· actually travelled; or
· which would have been travelled if the journey had started or ended at the employee's normal place of work, as appropriate.

111 Care should be taken to avoid unnecessary use of a private motor vehicle. Mileage allowance can be paid to staff who arrange a reasonable rendezvous point with another member of staff on an official journey over the same route.  A full explanation must be attached to the claim form.

112 If for any reason staff are unable to keep to the route (e.g. because of road works) an explanation should be attached.  Provided the Budget Holder/Delegate is satisfied with the explanation the additional mileage will be paid.

113 Where authority is granted by the University, expenses incurred whilst on University business will be reimbursed at the following rates:- 



The first 10,000 business miles per annum  40p

   

(or the Public Transport Rate of 23p per mile)



Over 10,000 business miles per annum    25p 

114 The higher rate for private motor cars is payable only for the first 10,000 miles in each tax year (6April – 5April).  Any additional mileage attracts the lower rate.

115 Parking fees, tolls and ferry charges will be reimbursed on production of a receipt.

116 Employees authorised to use their own cars on University business should make claims on an employee expenses claim form attaching all receipts.

117 No tax or NIC liability arises in respect of mileage claimed for the use of the employee's own car under the above rules and details need not be reported in tax returns.

Motor Cycle Allowances
118 Where authority is granted by the University, expenses incurred whilst on University business, will be reimbursed at the following rate:-

Motor Cycle Allowance
24p per mile

119 Employees authorised to use their own motor cycle on University business should make claims on an employee expenses claim form attaching all receipts.

120 No tax or NIC liability arises in respect of claims for the use of the employee's own motor cycle under the above rules and details need not be reported in tax returns.

Fuel
121 Fuel cards are provided by the University for business use only and requests for use should give details of the dates it is required and be authorised by the Budget Holder/Delegate.

122 The employee will be issued with a fuel credit/charge card in the name of the University with which to purchase fuel for business journeys. The card may be used for this purpose only and not to purchase other goods or services. All charges for use of the card will be directed to the University and payment will be made direct to the card company.
Pool Cars and Vans
123 These vehicles are not allocated to any one individual but to the school/service  department for whose business use they are provided.  It is important that all the following criteria are met:-

· they are available to, and actually used by, more than one employee;
· they are made available to each of those employees, by reason of their employment;
· they must not be used by any one employee to the exclusion of others;

· any private use by any employee is merely incidental to its business use (for example, where the car/van is taken home prior to an early start on a long business journey the following day), and;

· are left overnight at the office location to which they are allocated and not taken home by employees unless required to do so (for example, where required for emergency call out purposes), however this should not amount to more than 60% of the year.  

124 No tax or NIC liabilities arise in respect of pooled cars or vans providing all the above criteria are met.  Details need not be reported in tax returns.  If, however, all the criteria are not met or where a pool car/van is garaged at an employees’ home on a large number of occasions, then tax and NIC liabilities will arise.

Family/Spouse Travel
125 Where a member of staff is required by the University to travel on business, either in the UK or abroad, the University will normally only consider paying for a spouse to travel where:

· there is an express and unsolicited invitation to the spouse as well as the member of staff, and
· there is an explicit role for the spouse to exercise in the course of the visit, and
· the visit is an official one made on behalf of the University as a corporate entity and not for personal development, or
· the spouse has a practical skill, e.g. as an interpreter, that is relevant and is not otherwise available.

126 In all cases express written approval must be sought and obtained from the Vice-Chancellor in advance of any bookings being made or the travel undertaken.  Such approval would also need to be formally notified to the Financial Services Department.

127 Generally the costs relating to spouse, family members or friends are liable to tax and/or NIC and as such items will either be reportable on each individual’s form P11D or P9D or form part of a PAYE settlement.  Prior guidance should be sought from Financial Services.

Overseas Travel
128 Employees who are required to travel overseas in the course of their work, may claim expenses in accordance with the instructions as previously detailed in this manual.  However, where expenses are incurred in foreign currencies, a breakdown of the amounts should be shown both in the foreign currency and its sterling equivalent.  The exchange rate used must be shown and should be the rate of exchange actually applied on the relevant conversion/transaction, taking into account the Bank’s commission.  This must be evidenced by a Bank receipt attached to the claim or a copy of the relevant credit card statement showing the transaction.  Reimbursement will be made in £ sterling and the amount to be shown in the “Total of claim” box, should be the sterling equivalent.  

129 The University provides Travel Insurance cover for all employees travelling abroad on business.  In order to ensure that cover is in place for each specific journey, employees should obtain a copy of an Insurance Certificate to cover the journey, from the Insurance Section of Financial Services before departure.

130 The University will reimburse the costs of any necessary vaccinations which employees have to receive before undertaking certain business journeys together with the costs of any necessary Visa(s).

ADVANCES

131 Advances may only be claimed against expenses for journeys abroad and must be made using an employee expenses advance claim form.  Requests for advances should be submitted at least two weeks before the date of travel and are subject to the following conditions:-

· Amounts advanced will be limited to the amount of anticipated cash expenditure and must be authorised in accordance with the procedures described under “Authorisation of Expense Claims” as described in paragraphs 12-15.

· Full details of anticipated expenditure should be provided an employee expenses advance claim form.

· An advance must be cleared, by submission of an employee expense claim form, as soon as possible, and in any event not later than one month after the date of return.  A breakdown of expenditure, all receipts and the unused balance of the advance must be repaid at the same time as the expense claim form is submitted.  No further advances will normally be made while an advance is outstanding.  The University reserves the right to recover any uncleared advances from any moneys owed to the employee.

132 No tax or NIC liability arises in respect of advances dealt with according to the above rules and details need not be reported in tax returns.

HOTEL ACCOMMODATION 

133 When it is necessary for an employee to stay overnight in the course of their work, the University will bear the cost of the accommodation in an adequate, but not luxurious hotel.  The equivalent of a UK ‘Three or Four Star’ classification is normally an example of such a hotel.  Where possible, accommodation should be booked through Expotel/an approved University travel agent or payment will be made direct by the University to the hotel on receipt of an authorised invoice/booking form.  However, where the employee pays the hotel directly they must follow the normal expenses claim and authorisation procedures. Reimbursement will be made for the cost of the room, meals and related business costs supported by receipts. Where meals are not taken in the hotel, separate restaurant receipts should be obtained and attached to the employee expenses claim form. Any alcohol purchased should be paid for by the individual and will not be reimbursed by the University except in the circumstances described at paragraph 68.
134 Where employees are required to stay overnight in the UK, the University will not reimburse expenditure of personal incidental expenses that appear on hotel bills, such as newspapers, private telephone calls, laundry, etc.  These should be settled by the employee directly with the hotel, prior to departure.  

135 When an overnight stay overseas is required, the University will reimburse expenditure of personal incidental expenses that appear on hotel bills, such as newspapers, private telephone calls, laundry, etc., provided that the total amount spent on such items amounts to no more than £10 per night.  The average may be calculated only over the duration of an unbroken business trip.  Any nights not spent away will break the period.  These limits must not be exceeded (since any excess will result in the employee becoming liable for tax and possibly NIC liabilities in respect of the full cost).

136 No tax or NIC liability arises in respect of hotel costs claimed under these rules and details need not be reported in tax returns.

SUBSISTENCE

137 Employees who are required to travel in the course of their work are entitled to claim the additional cost of meals taken en route.  The travel must occupy the whole or a substantial part of a working day encompassing the normal meal breaks.  Only the costs of meals taken in the course of business journeys, as defined under "Definition of Business Travel" (see paragraph 84), will be borne by the University. Employees may claim the actual, reasonable incurred costs of refreshment, supported by receipts. Reimbursement should be claimed on an employee expenses claim form and receipts MUST be appended. Except as detailed in paragraph 135 below, any items of expenditure for which there is no receipt will be reportable on form P11D or P9D.  Any alcohol purchased should be paid for by the individual and will not be reimbursed by the University except in the circumstances described at paragraph 68.
138 Subsistence may not be claimed when the employee is visiting another location of the University.

OUT OF POCKET EXPENSES

139 The University will meet the cost of reasonable out of pocket business expenses, as described under "Expense Reimbursement Procedure" (see paragraphs 8-11), for which it is not always possible to obtain receipts.  Examples of such expenses are parking (but not fines), taxis, tube and bus fares and telephone calls from public call boxes.  Claims must be limited to the actual amount of expense incurred and all amounts claimed should be itemised and described as fully as possible on an employee expenses claim form.  However, receipts should be obtained wherever possible and appended to the expenses claim form.
140 No tax or NIC liability arises in respect of any of the above expenses claimed in accordance with these rules.
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