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Introduction 

The purpose of this policy is to ensure that all employees are properly reimbursed for legitimate 

business expenses and to ensure that these expenses are treated appropriately for tax purposes. 

This policy sets out The Society's rules on how employees can claim for all reasonable and proper 

expenses incurred in the performance of their duties for The Society.  

The Society reserves the right to review and make changes to this policy and procedure at any time, 

but will ensure that the changes are notified. 

Scope  

This procedure applies to all The Society's employees. 

Procedure  

General procedure 

The Society will reimburse you for actual expenditure that is incurred wholly, necessarily and 

exclusively in connection with authorised duties that you undertake in the course of your 

employment.  Any out of pocket expenses must be agreed beforehand. 

To claim for expenses, you must use The Society's Expense Claim Form. 

Expenses may not be paid unless supporting evidence is provided, together with a completed 

expense claim form. This should include original receipts or invoices with the date and time of the 

transaction. When claiming for travel expenses on public transport, you should enclose the tickets 

showing the departure point and destination of your journey, where possible.  Credit and debit card 

statements may be accepted if no receipt is available, or to show currency conversion of overseas 

expenditure. 

Where you are submitting a VAT receipt, you should set out: 

 the name and VAT registration number of the retailer or service provider; 

 the goods and services provided; and 

 the amount of VAT payable. 

 
Once completed and signed, you should submit your expense claim form to the Nominated 

Authoriser (which must be submitted with VAT receipts where applicable). Once the Nominated 

Authoriser has approved the claim form, your expense payments will be paid into your bank 

account.  Please refer to The Society’s Finance and Internal Control Procedures for details of who 

can act as the Nominated Authoriser. 

All expenses incurred in one month must be claimed for by submitting your expense claim form as 

soon as possible, with the supporting receipts for every item of expense together with an 

appropriate VAT receipt where charged.  The Society reserves the right to delay and withhold any 
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payment where written approval has not been sought or where the specified deadline has not been 

met. 

The Society may return an expense claim form to you without payment if it is completed incorrectly 

or lacks supporting evidence. 

In general, you should not incur expenses other than in the categories listed below as all other 

expenditure is handled directly. However, if you have claims for expenditure other than for those 

categories listed below, you should seek written approval from the Secretary & General Manager 

before incurring the expense. 

Any queries in relation to this policy should be directed to Secretary & General Manager. 

Travel 

Any travel, other than that required for your day to day business travel that is part of your position, 

must be discussed and agreed with your Line Manager to ensure that the best mode of transport is 

used to carry out The Society’s business.  

Employees and Management should consider whether or not travel is necessary to meet business 

objectives or if there are more appropriate means (for example, teleconferencing or 

videoconferencing).  

Rail 

All rail travel should be standard class unless one of the following conditions applies: 

 A cheaper fare for first class can be purchased (for an advanced booking, where a first class 

ticket on a specified train is cheaper than standard class open ticket) 

 The price of the first class ticket is approximately equivalent to the standard rail fare plus 

refreshment/meal costs 

No first class tickets should be purchased on the day of travel. If first class tickets are purchased, 

evidence of the applicable condition above should be submitted in the form of a screenshot. 

The preferred method for purchasing train tickets is: 

 Train travel should be purchased in advance whenever possible to secure the cheapest fares 

and combination of tickets (i.e. are two advance singles cheaper than a return? Do you need 

to travel at peak times?) 

 The Society has an account with Trainline which gives (further) discount on Advance fares. If 

this cannot be used, you should purchase tickets from train operator websites which do not 

charge a booking fee or charge for the use of a credit card. 

Arranging to print or collect your own tickets to avoid incurring postage costs. 
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Railcards 

Some employees may be entitled to cheaper rail travel via the purchase of a Railcard such as a Young 

Person’s Railcard or a Senior Railcard. If the person does not have such a card for personal use, it 

may be cheaper for the Society to pay for the card to secure cheaper travel on ORS business in the 

future. The employee should demonstrate to their line manager prior to the purchasing the card 

that the benefit to the OR Society exceeds the cost. 

Use of your own car  

It may be appropriate and cost-effective to use your own car when travelling on business, for 

example if you are travelling with several employees or, where there is limited public transport to 

your destination, or the journey time is significantly shorter than using public transport.  

Any use of your own car on business is subject to you: 

 holding a full UK driving licence; 

 ensuring that your car is roadworthy and fully registered; and 

 holding comprehensive motor insurance that provides for business use. 

 
The Society accepts no liability for any accident, loss, damage, or claim arising out of any journey 

that you make on business. The Society will not pay for the cost of any insurance policy on your own 

car. No costs will be incurred by The Society for any maintenance to personal vehicles. 

Mileage costs can be claimed for business journeys only. These are defined as travel to temporary 

workplace where this is a longer distance than normal commute and/or journeys that form part of 

an employee's employment duties. Travel from home to the permanent place of work will not be 

reimbursed.  

Actual mileage is to be claimed at a rate of 45p per mile up to 10,000 miles in the tax year, and 25p 

per mile over 10,000 miles. An additional 5p per passenger per business mile can also be claimed 

for carrying fellow employees. Note the passengers must be employees and they must also be 

travelling on business journeys.  

This mileage rate will be reviewed in line with HMRC guidelines. 

For longer journeys it may be financial advantageous to consider the use of a hire car. If appropriate, 

discuss this option with the Secretary & General Manager. 

Hotels 

Employees are sometimes required to use overnight accommodation when:  

 An event/meeting or series of meetings lasts more than one day.  

 An event or meeting has an early start or late finish which means it is impractical or 

unreasonable to travel there or back on the day.  
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 It’s more cost effective to travel off-peak and stay overnight prior to a meeting which starts 

early.  

The following are the maximum hotel costs that should be used (room only):  

 Within greater London £150  

 Everywhere else £100  

These are room only costs. Staff are encouraged to pre-order breakfast when making the booking if 

it’s cheaper to do so.  

There may be circumstances when suitable accommodation cannot be found within the agreed 

limits. In these situations permission can be granted by the line manager or authorised signatory to 

book accommodation at a higher rate.  

Subsistence 

Employees may claim reasonable costs for refreshments when you are out of your usual office or 

workplace on Society business. This can include meals, snacks and drinks. 

If travel is outside of the hours of 8.30am – 4.30pm or overnight, appropriate meal and refreshment 

costs can be claimed. In addition, lunch costs may be claimed if an employee is away from their 

normal workplace for a full day and catering is not provided. 

Subsistence rates are shown in the following table: 

 Upper Limit Notes 

Breakfast £8 Following overnight stay or journey commencing 

before 7am 

Out of office for a period of 5-10 

hours 

£10 Snacks and drinks and the costs of a meal if the 

period includes a recognised meal time and 

catering is not provided at the meeting or event 

Out of office for a period of more 

than 10 hours in one day 

£17.50 Can include lunch, snacks and drinks 

Evening meal (when dining later 

than 8pm) 

£20 Cost of food and drinks if catering is not provided 

at the meeting or event 

 

All receipts must be provided. Employees can choose to spend more than the above amounts but 

the maximum amount allowable should be detailed on the claim form. 

Taxis (outside of Greater London)  

Employees should use their judgement as to when the use of a taxi is appropriate, based on the 

availability and cost effectiveness of public transport options.  
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Employees are also able to travel by taxi if:  

 They feel that their personal safety is at risk  

 They have a large amount of luggage or equipment that it is not possible to carry on public 

transport.  

 Availability of public transport is limited, for example in remote areas or early / late in the 

day  

Receipts must be obtained for all taxi travel except that which is purchased on a taxi account.  

Tips should not be included in the receipted amount, but if you wish to tip a driver from your own 

money then that’s fine.  

Taxis (within Greater London)  

Public transport should be used at all times within London and when making journeys into London from 

airports in the surrounding area. If there are exceptional circumstances where a disability or a temporary 

medical condition prohibits the effective use of the public transport network then a taxi can be used 

with prior agreement by the line manager or authorised signatory  

Oyster Card in London  

If you use an Oyster Card to pay for travel in London, you will only be reimbursed for fares, where 

the itemised statement is being provided with your expenses, noting which trips are being claimed. 

If you use a company credit card to purchase the pre-payment / top-up on Oyster Cards – you must 

submit your itemised travel statement along with your credit card reconciliation. 

Flights  

Employees should always explore other options of travel first and only travel by air if no other 

reasonable option is available. Flights should be booked in Economy class. 

Parking 

If you have paid for parking charges as a result of your business visit, you should claim these on your 

expense claim form and provide all relevant receipts. 

The Society may pay for tolls, congestion charges but not parking fines incurred. 

Hospitality  

On occasion it may be appropriate for the Society to pay for refreshment costs for non-Society staff 

when hosting events or holding meetings. Only employees who have permission from the Secretary 

& General Manager may do so.  
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Monitoring and False claims 

All expenses will be monitored by the Secretary & General Manager and any errors in completion 

will be notified immediately to avoid recurrence. If the Society considers that any expenditure 

claimed was not legitimately incurred on behalf of The Society, it may request further details from 

you. The Society will thoroughly investigate and check any expense claim as it sees fit. It may 

withhold payment where insufficient supporting documents have been provided. Where payment 

has been made to you prior to the discovery that the claim was not legitimate or correct, it may 

deduct the value of that claim from your salary. 

Any abuse of The Society's expenses policy will not be tolerated. This includes, but is not limited to: 

 false expense claims 

 claims for expenses that were not legitimately incurred 

 claims for personal gain 

 claims for hospitality and/or gifts to induce a client or other business contact to take improper 

action and 

 receipt by you of hospitality and/or gifts from business contacts that may be perceived to 

influence your judgment 

 
The Society will take disciplinary action where appropriate and, in certain circumstances, may treat 

a breach of this policy as gross misconduct, which may result in your summary dismissal. In addition, 

The Society may report the matter to the police for investigation and criminal prosecution. 

Any grievance regarding a proposed expenditure or reimbursement must be taken up with the 

Secretary & General Manager and, if unresolved, the matter should be taken up through The 

Society’s Grievance Procedure. 

If you require further information on this policy or procedure, please speak with the Secretary & 

General Manager in the first instance. 


