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1.
Scope
This Policy applies to all employees of the council. 
2.
Purpose
The aim of this policy is to provide clear rules and responsibilities on claiming expenses. 
3.
Policy
Generally, all expenditure should be pre planned and paid for using a council P-Card, purchase order system or corporate contracts.  Expenses may not be claimed in advance of the expenditure actually being incurred.
Where there are council contracts for the provision of goods or services these must be used.  You should not purchase outside such contracts and reclaim expenses other than in exceptional circumstances.  These must be authorised in writing by your head of service or above.

For expenses that cannot be avoided, all claims must be submitted monthly and within two months of the expenditure being incurred, so that managers can verify the expense.  Claims submitted beyond two months will not be paid.
Expenditure must be wholly and exclusively for business use.
In any areas of doubt you (or your manager) must seek clarification before applying for or authorising any expense claims. 
Claims will only be reimbursed:
· For public transport, car parking, external training, eye test/medical, subsistence, telephone, conferences and professional subscriptions (see reimbursement of professional fees policy).
· Through the Payroll Service
· Where there is a specific written policy or procedure stating that the expenditure will be reimbursed.  Where there is no provision the assumption will always be that the expense is not payable.
· Where the expenses claim form is fully and accurately completed and authorised.
· Where evidence has been provided confirming incurred expenditure 
· VAT receipts must be provided wherever possible.
To remove the risk of duplicate claims being submitted, claims will not be reimbursed where a Debit or Credit card receipt has been provided. 
Travel expenses

Reimbursement for travel will only be paid if the cheapest option or most reasonable form of travel has been used.  This would include the time taken to travel, disability issues/ health conditions or transport provision at the time.

Taxi expenses will only be reimbursed where:

a. It is cheaper to use a taxi. For example, the cost of the taxi is cheaper than parking your car at a rail station, using public transport, or where more than one person is travelling, and/or ;

b. It would be unsafe to travel any other way and/or ;

c. It is a reasonable adjustment required under the Disability Discrimination Act.

Oyster Card – If you travel in London on council business, a council Oyster Card must be used. Expenses incurred for public transport in London will only be reimbursed where: 
a. A personal oyster card is used and it was not possible for a council card to be used. Reasons for this must be stated on the claim form.

b. A journey history is attached with the relevant journey highlighted. 

Payment of car allowances / Car mileage claims 

Refreshments
Refreshments (food or drink) for either meetings or in-house training should not be bought and reclaimed as an expense. 

Subsistence

Extract from Conditions of Service Handbook
Subsistence allowances will be payable to employees who are prevented by their official duties from taking a meal at their home, place of work or establishment where they normally eat their meals, and thereby incur additional expenditure.  The principal of this Scheme is that an allowance is only payable when the employee has been obliged to spend more than would otherwise have been the case.  Accordingly, if the employee normally brings lunch to work and is not prevented from doing so when they take their meal in a different place, no allowance will be paid in these circumstances.

Foreign currency
Expenses incurred in currency other than pounds sterling will be reimbursed at the rate on the day that it is processed through the payroll.

4.
Responsibilities and accountabilities
Business Support Units are accountable and responsible for ensuring:-

· Authorised signatory lists are maintained.

Employees are accountable and responsible for ensuring:-
· The claim is within the limits the council has stated it will reimburse.

· The expenses claim form is fully and accurately completed including their signature.
· Evidence is provided that the expenditure has been incurred. Wherever possible this will include a VAT receipt.

· Oyster Card use must be evidenced by the printout of the journey, not just the top up receipt.  
· Debit/credit card receipts are not acceptable as they show elements of your debit/credit card number for your own security, and therefore should not be submitted.

Managers are accountable and responsible for ensuring:-
· They have the authority to authorise the expenditure.

· The claim is within the limits the council has stated it will reimburse.

· They verify the evidence that the expenditure has been incurred. Wherever possible this will include a VAT receipt and / or  oyster card printout 
· The expenses claim form is fully and accurately completed including: 
· The manager’s and employee’s signature.
· That the reason for the expenditure is complete and accurate.
· That account code is complete and accurate.

Payroll is accountable and responsible for ensuring:-
· The claim has been fully completed, is signed by the employee and authorised by the manager with the authority to authorise the expenditure.
· That evidence that the expenditure has been incurred is provided. Wherever possible this will include a VAT receipt.
· Date stamping the claim when received.
· Where verified, accurately reimbursing the claim through the payroll.

5.
Procedure for claiming expenses

i. The employee must complete the expenses claim form in full, taking account of the instructions on the form, and attach all receipts and evidence required. The form must be then passed to a manager with the authority to authorise the claim. 
Claims must be submitted monthly and not cover multiple periods.
ii. Managers must check the claim and be satisfied that it is valid, completed in full (with receipts and evidence as required) and authorise the claim.

iii. The completed form must be sent to HR Payroll, Civic Centre (1S/01). The payroll timetable for processing claims is published on Horizon. 
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Note : If you do not complete any part of the form or attach required documentation, it will be returned and this may delay payment.
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Authorised by: Chief Executive
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