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TRAVEL POLICY & PROCEDURES

Section 1: Travel Policy
Introduction
1.
Travel by employees is an essential element in meeting the University's overall objectives.  It accounts for a significant proportion of the University's running costs and we are required to ensure that this money is disbursed in accordance with a policy and procedures aimed at fairness and good value for money.

2.
We also need to demonstrate to the Inland Revenue that adequate controls are in place to ensure compliance with their rules and requirements for tax dispensations.

3.
The University's Travel Policy & Procedures apply to all employees using University funds for travel expenses, and other expenses associated with travel, regardless of the origin of the funding.

4. 
They also apply, as appropriate, to members of the Board of Governors and to other persons who are not employees but who are travelling on the official business of the University.   All such persons should be informed at the time of their appointment or commission of the staff grade to which they will be equated solely for the purpose of applying the Travel Policy & Procedures.   It should be made clear, in writing, that this in no way implies that they are employees of the University.

5. 
The Travel Policy & Procedures:

(
Define the University's policy and procedures relating to business travel expenditure.

(
Provide guidance on the types of expenditure that can and cannot be reimbursed by the University.

(
Inform employees and those approving expenses of their responsibilities when controlling and reporting travel expenditures.

(
Aim to relieve employees from the need to declare travel expenses in their income tax returns.

(
Aim to provide the framework for a quality travel service that meets the needs of the University.

Policy
6.
All employees must adhere to the Travel Policy & Procedures when incurring travel and associated expenditure on behalf of the University.

7.
Employees will be reimbursed the actual travel and associated expenses incurred solely and necessarily in the performance of their duties. Expenditure should be kept to the minimum consistent with the effective performance of work on behalf of the University.

8.
Employees should neither gain nor lose financially with regard to expenditure and reimbursement on business travel arrangements.

9.
Wherever possible, and subject to business needs, travel reservations should be made in time to take advantage of cheaper fares or accommodation (e.g. off-peak. Apex).

10.
The mode of travel should be the most cost-effective consistent with the business needs of the University.

11.
Administrative and accounting arrangements should be the minimum compatible with adequate accountability, including the need for high cost items or variation from standard procedures to be properly authorised.

12.
Employees should travel and be accommodated in safety and reasonable comfort.

13.
Provosts and Heads of Academic & Administrative Units are responsible for ensuring that that all travel on University business is justified and that all claims relating to that travel are in accordance with the Travel Policy & Procedures.

14.
The University has appointed Key Travel Ltd as the designated University agents.  Key Travel must be used for all travel reservations, except where alternative methods are permitted by the Procedures.

15.
Claims for reimbursement should be made as soon as possible, and in any case not later than eight weeks after the expenditure has been incurred.

16.
Procedures for the payment of travel expenses should conform to Inland Revenue requirements.

Overseas travel

17
Unless specific funding is forthcoming from an external source, the following policy will apply:
a)
Under no circumstances will first class fare be permitted;
b)
For flights scheduled up to four hours, only an economy fare will be permitted;
c)
In instances of longer flights, only economy fares will normally be permitted. However, in instances where an exception to this policy can be justified, the use of club class/business class fare will be permitted. Such instances would include:
i)
long haul trips with the need to arrive at meetings in a relaxed and prepared manner;
ii)
compatibility with co-travellers from outside the University of Westminster, especially in instances where work needs to be discussed during the flight;
iii)
bookings made at short notice where it is imperative the journey is undertaken and economy class seats are not available;
iv)
a higher baggage allowance associated with business class facilitates the transportation of materials such as exhibition display panels. The saving in excess baggage fees and/or freight charges must, however, exceed the difference in cost between business class and economy fares;
v)
Flexibility of ticketing is required due to uncertainty about schedules of meetings, etc.
18
The primary budget holder (or their line manager when they travel) must signify that an exception to the normal rules apply by authorising in writing such a variance in advance of the booking with the reasons clearly stated. Representatives can, however, only claim reimbursement for business or club class fares if they actually use this class of ticket to undertake the journey in question.
Section 2: Income Tax Liability on Travel and Incidental Expenses

19.
This section explains in general terms how, in most cases, the application of the Inland Revenue's dispensation procedure enables the University and employees to avoid the inclusion of travel expenses in income tax returns. This should not be taken as the definitive current position: income tax regulations and thresholds change regularly, and are much more complex than can be described here. The Payroll Section of the Finance Office, or the Inland Revenue, should be consulted if more precise information is required.

Dispensations for Travel Expenses

20.
Under Government legislation, travel and other expenses paid to an employee by reason of his or her employment are normally considered as remuneration for tax purposes. This basic principle holds good either when the employee incurs the costs personally and is subsequently reimbursed, or the employer meets the expenses on the employee's behalf.

21.
Business travel and certain other expenses may, however, be paid as non-taxable under the Inland Revenue's dispensation procedure. A dispensation can cover any business travel expenses and benefits for which there is a matching tax deduction. It saves time and effort for both the administration and employees in reporting details of travel expenses and benefits on which no tax is ultimately payable. It is, in effect, a notice of nil liability. It cannot cover an item for which there would not be a matching income tax deduction.

22.
The University has dispensation for business travel costs (rail, air, etc. tickets) and subsistence. There is a separate dispensation for mileage when using personal vehicles for business journeys. To obtain these dispensations we had to tell the Inspector of Taxes what kind of expenses we pay, how they are identified in our accounting system and who is authorised to approve reimbursement.

23.
The Inspector had to be satisfied that no tax is payable in respect of the payments and benefits covered by the dispensation, and that we operate good control systems to ensure that travel expense payments and benefits remain within the terms of the dispensation. In particular, the Inspector had to be satisfied that the expenses covered by the dispensations are calculated and paid on the basis that they are clearly intended to do no more than reimburse employees for expenses actually incurred in making genuine business journeys.

24.
Under the dispensations, the arrangements for recording and paying expenses need to show:

(
The purpose of the business journey

(
Details of the business journey

(
The amount paid or reimbursed for the journey.

25.
A definition of business travel is given at the beginning of Section 3 (Procedures). Note that for tax purposes all journeys between home and the normal place of work are regarded as private. Thus, although the University may, for example, agree to reimburse employees for travel to the normal place of work when on an emergency call-out, that reimbursement is invariably subject to tax.

Phone Calls and Similar Incidental Expenses
26.
An arrangement similar to that for dispensations (see above) applies to the reimbursement of what the Inland Revenue call "Personal Incidental Expenses" (PIEs).   Employees making a business trip may spend money on items such as private phone calls, laundry and newspapers. These are not travel expenses: they are personal expenses incurred whilst travelling.   Employees are not entitled to relief for personal expenses of this kind under the general expenses rules, but there is a separate rule that gives tax relief for them in certain circumstances.

27.
Employees who stay away overnight whilst travelling on business, or attending work-related training, are entitled to tax relief for personal expenses they incur where these are paid for or reimbursed by the University. They are entitled to this relief provided the University reimburses no more than the maximum amounts stipulated by the Inland Revenue.   At the time of preparing this document (the 2002-2003 tax year) the maxima are £5 for every night spent away on business in the UK, and £10 for every night spent away on business outside the UK.

Tax Returns
28.
Employees are advised not to enter in their annual tax return details of travel and incidental expenses covered by the dispensations and arrangements described above.

29.
In the event of there being no dispensation agreed for a particular expense the University will be required to deduct tax from the expenses in the first place and it will be the responsibility of employees to reclaim tax from their Tax Office.   Details of expense payments taxed in this way will be included on form PUD, which will be issued to the employees concerned by Pay Section by 6 July after the end of the tax year. A PI ID form will not be issued where expense payments made during the year were covered by a dispensation.

Section 3: Procedures
Definition of Business Travel
30.
To determine which journeys may be regarded as business travel the following rules shall apply.

31.
A business journey is one necessarily undertaken by an employee to carry out his or her duties for the University, or to attend training courses or conferences necessary for the performance of those duties.  Travel between the permanent workplace and a temporary workplace or travel between home and a temporary workplace or travel between two temporary workplaces are all considered business journeys.

32.
In contrast, the cost of travelling from home (or any other place the employee attends for personal reasons such as the home of a friend or relative) to a permanent place of work is generally not claimable as this is regarded for tax purposes as "substantially ordinary commuting" and therefore a private journey. The University will reimburse the cost of these journeys only where there is an authorised standing arrangement for special circumstances such as emergency call-outs; but any payment will always be taxed.

33.
Expenses incurred during a business journey may be reclaimed from the University, within the rules and limits of these Procedures. The amounts so claimed generally attract no tax liability (see Section 2: Income Tax Liability on Travel and Incidental Expenses).

34.
Claims for business journeys that start or end at home should be for 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.

No Personal Gain
35.
The following rules apply for implementing the policy that employees should neither gain nor lose financially in relation to expenditure and reimbursement on business travel arrangements.

Promotional Incentives
36.
The purchasing decision shall not be influenced by any promotional incentives such as airline mileage credits ('Airmiles') or personal cash credit card discounts or rebates.   Employees should not benefit personally from these incentives but should use them to offset the cost of the current or future business 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.)

Partner's Expenses
37.
Partners shall not travel at the University's expense except when their presence is required and authorised for a bona fide business purpose.  In all cases the Head of Department must give authorisation in advance.  Retrospective authorisation will not be accepted.

38.
A partner may accompany a member of staff for personal reasons. In such instances the University must not be charged for more than if the member of staff had travelled alone.   Wherever possible the partner's travel costs should be invoiced separately and paid privately.    If the invoice includes both private and official travel costs the member of staff should settle the total invoice and reclaim the official element from the University.

Holidays Linked to Business Trips
39.
An employee shall not claim any additional travel costs, subsistence or other expenses for days taken as holiday linked to a business trip.

Claims to be for Actual Expenditure
40.
All claims made for business travel and subsistence must be for actual expenditure incurred and, wherever possible, must be supported with receipts.   The subsistence rates given in Appendix B are the normal maximum amounts that will be paid: they should not be used as a flat rate without supporting vouchers to show that they have been spent in full.   However, the mileage rates for use of a personal vehicle (Appendix C) are to be paid in full without supporting receipts (e.g. for petrol).

Advance Travel Authorisation
41.
Written authorisation, using the form Prior Authorisation for Travel, is required in advance for each of the following joumeys:

(
All international travel.

(
All UK travel likely to cost more than the threshold shown in Appendix D.

(
Travel, expenses for a partner.

42.
UK travel likely to cost less than the threshold shown in Appendix D does not require the use of the form but there must be clear agreement (e.g. a brief exchange of e-mails or memos, or a standing delegated authority) from the budget holder that the costs will be met.   Without such agreement the budget holder may refuse to authorise the payment of claims or invoices relating to the journey.

43.
Authorisation levels and thresholds are shown in Appendix D.

Travel Bookings
44.
With few exceptions, all travel bookings must be made through the University's appointed travel agents (Key travel Ltd).   The agents have been selected through a competitive process to enable the University to obtain the most favourable service and terms available.   It is recognized that, in some instances, other agents may be able to offer better fares; in such situations no booking commitment should be made with the company until a supplier code has been authorised by the Central Procurement Unit (via a Supplier Set-up Form).   Staff will be required to demonstrate that best value has been obtained.

45.
The procedures for making travel bookings and the permitted exceptions to using the appointed agents are shown in Appendix E.

Travel Costs - Payment by the University
46.
The appointed agents present invoices to the department, or individual, making the booking.   The invoice must be approved by an appropriate authorized signatory, then passed to the Campus or central Finance Department for payment.   Invoices should not be withheld from payment, unless there are queries to be resolved.

47.
If there are exceptional circumstances for making a travel booking other than through the University's appointed agents, and settlement is to be made by a direct invoice to the University, then the University's established purchasing procedures must be followed. This entails the use, in advance, of the Supplier Set-up Form, and of an official Purchase Order form if the cost of the travel exceeds £500.

48.
In all other cases the traveller is expected to meet the costs in the first instance and submit a claim later.   Requests for an advance to meet the costs may be made on form Expenses Claim Form (see paragraph 49).

Travel Costs - Reimbursement
49.
Claims for reimbursement should be made on a Request Payment/Expenses Claim Form (Appendix A).   Claims must be supported by receipts wherever possible. All claims (Expenses Claim Form and Expenses Claim Form) must be authorised as described in Appendix D and should be submitted within eight weeks of incurring the expense.   Where an advance payment had been made the claim must be submitted within 15 days of completing the journey - see paragraph 51.

Travel Costs - Advance Payments
50.
An advance is a means of staff obtaining cash to cover impending expenditure incurred on behalf of the University. Impending is defined as expenditure being incurred within two weeks of the advance being given.   Advances can only be given to permanent members of staff of the University of Westminster (ie those paid through the monthly permanent payroll),
52.
An Advances for Expenditure Form must be completed and approved by the Head of Unit/School once satisfied that all the above criteria have been fully met.   The form must be submitted to the Payroll Section, Central Finance (for Central based staff) or the appropriate Campus Finance Office (for Campus based staff) when the advance is first applied for.

53.
Once received and approved, a cash cheque (or cash up to £50) will be issued to the claimant. A local bank facility exists to enable cash cheques to be readily converted to cash.
54.
An upper limit of an amount equal to three months net salary applies to all requests for advances. Staff should only submit claims for amounts equal to the upper limit in those instances where large business related expenditure is anticipated.
55.
An advance for expenses will not be issued in those instances where a member of staff has a prior advance outstanding either in part or in full.   The claimant must either repay the advance in full or produce an expenditure claim with supporting vouchers which underpins the portion of the advance not repayable by cash.
56.
Staff must submit an expense claim duly authorised by the budget holder or their line manager as soon as they return from any trips on University business and NOT submit multiple claims for multiple trips.   If repayment is not made in the above format within three months of the advance, the Payroll Section will deduct the amount of the advance from the employees salary (as authorised by the claimant on the Advances for Expenses Form) automatically and without the requirement to inform the employee.

57.
All expense claims must be submitted showing expenditure in pounds sterling only. Where payment has been made in Euros the amount should be converted to sterling using the prevailing exchange rate on the following website: http://www.xe.com.

58.
Whilst the University wishes to ensure an employee is not expected to expend funds on its behalf, it must ensure public funds are utilised in a proper manner and are fully accounted for. Hence, an advance will only be given to support expenditure being made on its behalf and is not to be used for loan purposes. The University must also ensure that all advances are recovered within a reasonable timescale and must ensure it is protected from any loss of public funds due to non-payment.
Mode and Class of Travel
59.
Appendix A contains tables showing the authorised modes and classes of travel.

Travel by Private Vehicle
60.
The "Mode of Travel" table in Appendix A includes recommended distance thresholds to assist with decisions on whether to hire a vehicle or use a private vehicle.

61.
Employees using their private vehicles (car, van, motorcycle or pedal cycle) for business travel may claim reimbursement at the mileage rates laid down in Appendix C. Claims must be recorded on form Expenses Claim Form - Mileage Claim. The rules about car travel, and the mileage rates, meet the requirements of the Inland Revenue and must be strictly adhered to if the University is to retain its dispensation (see Section 2 about income tax liability).

Private Vehicle Insurance
62.
The University's motor policy does not provide cover for employees driving their own vehicles on University business.   Where an employee uses his or her own car or motorcycle for University business purposes they must ensure that their vehicle insurance policy includes cover for business use (such cover will usually be added to a private policy, for limited business use, at no additional cost).
Travel by Hired Vehicle
63.
The "Mode of Travel" table in Appendix A includes recommended distance thresholds to assist with decisions on whether to hire a vehicle or use a private vehicle.

64.
Vehicles should be hired only from the University's recommended suppliers. Details are on the Central Procurement Unit's intranet web site: (http://www.intranet.wmin.ac.uk/finance/purchase-insurance/default.html).   See also paragraphs 2 and 22 in Appendix E (Travel Booking Procedures) about booking directly with the recommended suppliers.

65.
The cost of fuel for hired vehicles may be claimed on form Expenses Claim Form. and should be supported by receipts.

Hired Vehicle Insurance
66.
The University's motor policy provides comprehensive cover for employees driving University vehicles on University business, and hired/leased vehicles.   

67.
The policy is subject to a  £250.00 excess deduction for each claim.    For further details on the University's motor insurance arrangements, please contact the central Procurement Unit (Extn 5194).

Car parking
68.
The University will reimburse all expenses for car parking costs incurred whilst travelling on University business away from the employee's normal place of work. Claims should be made on form Expenses Claim Form. and should be supported by receipts. Where a parking meter was used and no receipt is available a note to that effect should be included with the claim.

69.
Claims for parking excess charges, fines, wheel clamp unlocking, etc. will not be met by the University under any circumstances.

Air travel
70.
The "Mode of Travel" table in Appendix A includes guidance on when to travel by air. A further table shows the authorised classes of air travel.

71.
Prior authorisation will be required for all journeys to foreign countries, and may also be required for journeys within the UK - see Appendix D for authorisation levels and requirements.

72.
Air travel booking procedures are included in paragraphs 5 to 17 in Appendix E.

Rail Travel

73.
Unless prior approval is given in advance by the primary or secondary budget holder(s), only the cost of second class rail travel (evidenced by a ticket or receipt) will be reimbursed by the University.    It should be noted that savings can be achieved by booking rail journeys in advance, ie Apex rates.

74.
The "Mode of Travel" table in Appendix A includes guidance on when to travel by inter​city rail. A further table shows the authorised classes of rail travel.

75.
Prior authorisation may be required for some journeys by rail - see Appendix D for authorisation levels and requirements.

76.
Rail travel booking procedures are shown in paragraphs 2, 24 and 25 in Appendix E (Travel Booking Procedures).

77.
The cost of meals and refreshments on longer train journeys may be claimed under the rules and rates laid down for day subsistence - see Appendix B.

Taxis
78.
The University's sites are considered to be well served by both bus and underground and, hence, the use of taxis will not be reimbursed for journeys between each site unless exceptional circumstances exist. Such circumstances should be entered on the claim form when requesting reimbursement and authorised by the primary or secondary budget holder.

79.
Taxi fares are acceptable when representatives require transport between the railway station and their business destination, though public transport should be used wherever this is feasible. Receipts should be obtained wherever possible.
80.
As stated in the general principles, the safety of representatives is considered of paramount importance and occasions may arise when representatives have to travel late at night from London or Harrow to their home. The University will reimburse the cost of the taxi fare from the employee's nearest serviceable station to their home address on such occasions.
81.
The "Mode of Travel" table in Appendix A gives guidance on when taxis may be used.  Claims should be made on form Expenses Claim Form. and should be supported by receipts.

Hotel Accommodation
82.
The University will fully reimburse its representatives for expenditure incurred on accommodation in respect of business journeys "on University business". Wherever possible, representatives must return on the day of their business activity, but when this is deemed impractical due to the length of the journey or the need to attend meetings, etc, they should book into an economical class of hotel. This is defined as a three star hotel in the UK and the equivalent class in overseas locations.

83.
Representatives must ensure the University achieves value for money by either using a nominated agent or referring to purchasing organisations subscribed to by the University, eg London University Purchasing Consortium or The Local Government Travel Club who have negotiated corporate discounted rates.
84.
Annual guidelines will be issued by the Personnel Department, on advice from VCEG, which indicate the maximum which will be reimbursed in respect of UK accommodation. The University appreciates that representatives who travel abroad, must book accommodation which affords them both comfort and safety. To achieve this objective, it is recommended that representatives seek guidance from the British Council who can usually book and achieve discounted rates for overseas accommodation.
85.
The University will reimburse the cost of meals, which should be reasonable, on production of receipts.
86.
In instances where representatives have an over-riding requirement to attend a certain hotel, ie conferences, events, etc., then the booking must be placed with the organiser of the event, unless a cheaper rate can be negotiated.
87.
Any variances from the guidelines shown above must be approved in advance of the booking by the primary budget holder (or their line manager when they are the claimant).

88.
When employees are necessarily away from home overnight on University business they are entitled to hotel or other suitable accommodation. Basic standards include cleanliness, privacy, personal security and the availability of breakfast.

89.
Hotel room and meal costs are covered by subsistence payments - see "Subsistence", below.

90.
Wherever possible the cost of the accommodation and meals should not exceed the subsistence rate limits shown in Appendix B. Claims for subsistence in excess of these limits must be justified in writing. The officer authorising the claim (or the budget holder, if different) has the right to reject all or part of the amount in excess of the subsistence rate if he or she is not satisfied with the justification.

91.
Hotel reservation procedures are shown in paragraph 20 in Appendix E.

92.
Where prior arrangements have been made for the cost of the hotel room (plus breakfast, if this is not included in the room cost) to be invoiced directly to the University, the employee is responsible for settling the cost of any additional items (newspapers, phone calls, bar, mini-bar, restaurant (other than breakfast), etc.) before leaving the hotel. These additional items, where they are permissible, may be claimed using form Expenses Claim Form. and should be supported by receipts.

Subsistence
93.
When employees are away from their normal place of work on University business for a period of more than 5 hours they may claim subsistence to cover the cost of food and - if away overnight - accommodation, within the rules and limits in Appendix B.

94.
Claims must be made on form Expenses Claim Form. and should be supported by receipts.

Personal Incidental Expenses
95.
Employees making a business trip may spend money on items such as private phone calls, laundry and newspapers. These are not "travel expenses": they are personal expenses incurred whilst travelling. Actual expenditure on these items may be claimed, using form Expenses Claim Form. up to the limits shown in Appendix B.  Claims should be supported by receipts where possible. (See paragraphs 24 and 25 about the income tax position on Personal Incidental Expenses.)

Local Public Transport Expenses
96.
Local bus, tram and underground train fares for business journeys (not home-to-office) may be claimed using form Expenses Claim Form. Claims should be supported by receipts (e.g. used tickets) where possible.

Travel Insurance
97.
Employees must be adequately insured when on University business abroad.  The University's insurance policy can provide this cover.

98.
It is a requirement that the Central Procurement Unit be informed in advance of all business journeys outside the UK.   On receipt of the following information the CPU issue the traveller with a cover note and details of the cover provided by the policy:

(
Name(s) of traveller(s)

(
Dates of travel

(
Destination(s)

An on-line form is available on the Central Procurement Unit's intranet pages to submit this information quickly and easily.

99.
48 hours notice is generally required to arrange travel insurance cover, however If cover is required at short notice the Central procurement Unit should be contacted by telephone (Extn 4357), followed up with written confirmation.

100.
The University's travel policy is an industry-standard package offering full medical and emergency repatriation cover.   It is not generally necessary to arrange additional cover.

101.
An excess deductible, currently £25 for any single claim, is applicable under the University's policy. This will be deducted from any claim payment due.

102.
Certain countries are regarded as 'risk' destinations, and may be subject to insurance conditions (or may be excluded altogether).   The University's insurers adhere to the guidance given on the Foreign & Commonwealth Office web site (www.fco.gov.uk), and travelers are advised to check this before embarking on overseas travel.

Non-travel Business Expenditure
103.
Employees making a business trip may be required to spend money on business activities and items such as entertainment, telephone calls, batteries for official equipment, books, etc. Claims should be made in the same way as if the expenditure had been incurred whilst working at home or in the normal workplace. They should not be claimed on any travel claim form.

Appendix A
Mode and Class of Travel
Mode of Travel

1.
The following table gives guidance on selecting the mode of transport to be used for business travel. The distances, in particular, are approximate: the final decision will often rest on the "other factors".

Mode of Travel:

	Mode


	Distances*


	Other factors



	Local public transport

(buses, trams, underground and suburban trains)


	Within metropolitan area, and to/from airport.


	This transport should be frequent, fast, and have convenient stops.



	Taxi


	Within metropolitan area, or 20 miles round trip, whichever is greater.


	Local public transport not suitable.



	Train, inter-city (see "Local public transport" for suburban trains)


	Between cities within UK. (See "Ferry/ Eurostar" for France.)


	For longer distances compare time and cost factors with air travel.



	Private motor vehicle


	Up to 300 miles round trip.


	Local public transport, taxis, trains are inconvenient or too slow.



	Hired vehicle


	Outwith metropolitan area and up to 500 miles round trip.


	Up to 300 miles where private vehicle is not available. 300 - 500 miles where inter-city train is unsuitable.



	Air, within UK


	Over 500 miles round trip.


	Compare total time and cost factors with travel by train.



	Air, to foreign countries


	All journeys to foreign countries.


	Consider suitability of ferry/Eurostar for Ireland and France.



	Ferry/Eurostar


	France, Ireland


	Consider as an alternative to air travel; but air will usually be the preferred mode on time and cost factors.




"Round trip " distances are shown. That means the total distance covered during the business journey from leaving home/office to returning to home/office.
Class of Travel

2.
The following tables give guidance on the class to be used for business travel.

3.
In some cases prior authority may be required before bookings are made: see Appendix D - Authorisation Levels and Requirements.

Class of Travel by Air:
	Seniority


	Single Leg Journey Time

	Other Stipulations

	Class of Travel


	Vice Chancellor, Deputy Vice Chancellor, Provosts
	Over 8 hours


	Sufficient funds are available


	Business/Club



	Vice Chancellor, Deputy Vice Chancellor, Provosts
	Under 8 hours


	Sufficient funds are available


	Economy*



	All other grades/ranks


	Any length


	Sufficient funds are available


	Economy*




*There is no objection in principle to travel on low-cost airlines, but see paragraphs 13 and 14 of Appendix E (Travel Booking Procedure).
Class of Travel by Inter-City Rail:
	Seniority
	Single Leg Journey Time

	Other Stipulations

	Class of Travel


	Vice Chancellor, Deputy Vice Chancellor, Provosts
	All journeys


	Sufficient funds are available


	First



	All other grades/ranks


	All daytime journeys


	
	Standard



	All other grades/ranks


	Overnight (sleeper) journeys


	Sufficient funds are available


	First




Class of Hired Vehicle:

	Seniority


	Type of journey


	Other Stipulations


	Class of Vehicle



	Vice Chancellor, Deputy Vice Chancellor, Provosts


	All normal journeys


	
	"Compact" (e.g. Ford Focus 1.6)



	All grades/ranks


	All normal journeys


	
	"Economy" (e.g. Ford Fiesta 1.25)



	All grades/ranks


	"Special circumstance" journeys


	Required for special circumstances (e.g. carrying 4/5 people, extra luggage, representational requirement at arrival point, etc.)


	"Standard" (e.g. Ford Mondeo 2.0)



	
	
	Prior authority required.


	


Appendix B
Subsistence & Hospitality
1.
When employees are away from their normal place of work for a period of more than 5 hours and incur expenses on food and (if away overnight) accommodation, the appropriate rate of subsistence may be claimed.

2.
"Overnight" subsistence is for a period (or successive periods) of 24 hours and is intended to cover all meals as well as accommodation for that period. If an entire business journey lasts for more than 5 hours in excess of one or more periods of 24 hours then those excess hours attract the appropriate rate of daytime subsistence (5 to 10 hours, or over 10 hours).

3.
No subsistence is payable for any periods when meals and/or accommodation are included in the fare (e.g. for air travel or rail sleeper).

4.
All claims for subsistence must be for actual expenditure incurred and, wherever possible, must be supported with receipts. The maximum subsistence rates include taxes (e.g. VAT) and gratuities (tips). Gratuities must not be excessive: the claimant may write the amount on the receipt if it does not already appear there.

5.
The subsistence rates given below are the normal maximum amounts that will be paid: They should not be used as a flat rate without supporting vouchers to show they have been spent in full.

6.
Written authority is required before subsistence in excess of these rates can be paid: see Appendix D - Authorisation Levels and Requirements.

7.
Claims for subsistence must be made on form Tray C. Requests for advances to meet subsistence expenditure may be made on form Expenses Claim Form.

8.
Subsistence is defined as accommodation costs and catering and hospitality expenditure.
9.
Catering  The policy is aimed at ensuring the University only uses public funds to support a reasonable catering and hospitality provision for both its representatives and external visitors in pursuance of the day to day core business of the institution. The emphasis on hospitality should be towards expenditure incurred in offering meals and refreshments to external visitors to the University.
10.
Refreshments (ie Tea, Coffee, Biscuits and Sandwiches)
These can be provided, at the discretion of the organiser, either in advance or during meetings likely to be in excess of two hours.
11.
Meals  In-House These will only be provided to support "working lunches" with a maximum allowable per person at the rate issued by the Personnel Department, on advice from VCEG, on an annual basis. Alcoholic beverages will not normally be allowable.   Details of the reason for the working lunch must be clearly shown on the catering requisition form forwarded to the caterers.
12.
External The University will support meals wholly and exclusively in pursuance of the business requirements of the institution. It is expected that budget holders will use such restaurants as to minimise the outlay and the maximum amount per person which will be reimbursed by the University will be at the rate issued by the Personnel Department, on advice from VCEG, on an annual basis.   All expenditure in excess of this amount must be borne by the diners.
13.
The University will reimburse a reasonable amount of expenditure on alcohol consumed with the meal.
14.
Details of the names of the external participants and reasons for the meal must be clearly set out when requesting a reimbursement of expenditure.

Overseas Accommodation

15.
Hotel accommodation overseas should be equivalent to the kind of accommodation available in the UK to keep expenditure within the UK subsistence rates. As a guide, they should be 3-star, or 4-star in more remote, or less secure areas. As the cost of such accommodation varies so much worldwide, no maximum rates are laid down. Guidance should be sought from the University's appointed travel agents.

Personal Incidental Expenses
16.
Paragraphs 24 and 25 of the Travel Policy & Procedures describe the tax position with regard to the reimbursement of "Personal Incidental Expenses". Employees making a business trip may spend money on items such as private phone calls, laundry and newspapers, over and above what they would have spent at home. These are not "travel expenses": they are personal expenses incurred whilst travelling.

Appendix C
Mileage Rates
1.
The "Mode of Transport" table in Appendix A gives guidance on when the use of an employee's private vehicle for business travel would be appropriate.

2.
Employees using their own vehicles on University business may claim mileage allowance not exceeding the following rates:

	Maximum Mileage Rates



	Type of Private Vehicle


	Cumulative Distance in Tax Year


	Rate per Mile



	Car or van


	Up to 4,000 business miles


	40p.



	Car or van


	Over 4,000 business miles


	25p.




*Please note that the rate of mileage allowance for up to 4000 miles has been reduced from 42.5p per mile to 40p per mile due to changes in taxation laws that take effect from the 6th April 2002. The rate for over 4000 miles remains unchanged. Any outstanding claims for travel undertaken before 6th April 2002 should be processed as soon as possible as all arrears must be fully paid no later that 31st May 2002.

It is the responsibility of each individual to maintain their own records of mileage undertaken for business purposes and the associated claim form submitted to the Finance Department for payment. With the introduction of Self-Assessment for taxation purposes, failure to keep adequate records may result in individuals being liable to additional revenue liabilities.
Additional Passengers
3.
For each employee who travels as a passenger on a business journey, an additional 5p per mile can be claimed.

Lower Rate in Certain Circumstances

4.
A lower rate than shown above may be paid in certain circumstances, for example:

(
Where the employee decides to use his or her private vehicle even though the budget holder would have expected an alternative mode of transport to be used (e.g. inter-city train, local public transport).

(
Where the employee decides to use his or her car instead of a hired car for a round trip journey of over 300 miles).

5.
In the first example a lower rate of 25p per mile for the total journey by private car or van may be claimed, even though the threshold of 10,000 miles has not been reached.

6.
In the second example the normal rate of 40p may be claimed for the first 300 miles (provided the threshold of 10,000 has not been reached), and the lower rate of 25p for miles in excess of 300 for the round trip.

7.
There are no lower rates for the use of a private motor cycle or bicycle.

Income Tax
All of the mileage rates shown above are within the limits set by the Inland Revenue for exemption of income tax (see Section 2 of these Procedures: Income Tax Liability on Travel and Incidental Expenses).

Appendix D
Authorisation Levels and Requirements
General
1.
As explained in Section 1 (Travel Policy), we need to demonstrate to the Funding Council and other sources of income that adequate accounting and accountability controls exist for the disbursement of money for business travel. We also need to ensure compliance with the rules and requirements of me Inland Revenue for tax dispensations.

2.
The rule of thumb is that the person asked to give an authorisation must have the grade or standing to refuse to give it.

Authority to Travel
3.
All business journeys must be authorised. In some cases the authorisation may be verbal (e.g. an instruction to attend a meeting), or even "understood" (e.g. local journeys performed regularly in the course of one's duties). It is important, even in these cases, that there is no misunderstanding about the authority to make the journey. If there is room for doubt then written authority is essential, even for journeys likely to cost less than £300 (see paragraph 5 below).

4.
In some cases the written authority can be a standing authority governed either by a budgetary allocation for travel, or - preferably - by the purpose of the journey (e.g. to attend all meetings of the XYZ Working Group). There may be a combination of both.

5.
The following journeys require individual prior written authority using form Prior Authorisation for Travel:

(
All journeys within the UK likely to cost more than £300. 

(
All international travel.

6.
The following table shows the levels for granting authority to travel on University business. If the authoriser is not the budget holder then the budget holder must also authorise the use of the funds for that particular journey. If the traveller is the budget holder then the traveller's line manager should authorise the use of the funds.

Levels for Granting Authority to Travel
	Traveller


	Authoriser

Uthoriser



	Departmental staff


	Head of Academic or Adminstrative Department



	Head of Academic Department


	Provost



	Head of Administrative Department


	Deputy Vice Chancellor or Company Secretary



	Provost


	Deputy Vice Chancellor (or Vice Chancellor)



	Deputy Vice Chancellor


	Vice Chancellor




Authorisation of Mode and Class of Travel
8.
Tables in Appendix A give guidance on the mode and class of travel. If the person making the journey wishes to use an alternative mode of transport from that in the guidance, or wishes to travel in a higher class than shown for his or her grade, then authority must be sought in advance from the person authorising the travel, using form Prior Authorisation for Travel.

9.
Where the requested change will cost more than the given mode and/or class, it must be supported by a good business case.

Authorisation for Partner to Travel at University Expense
10.
Partners shall not travel at the University's expense except when their presence is required and authorised for a bona fide business purpose. In all cases the Principal or a Vice-Principal must give authorisation in advance.  Retrospective authorisation will not be accepted.

11.
Requests for partners to travel at University expense should be made on form Prior Authorisation for Travel.

Authorisation of Higher Rates of Subsistence
12.
If suitable accommodation and meals cannot be obtained within the subsistence rates shown in the table in Appendix B, authority should be sought in advance to claim a higher amount.   Form 'Prior Authorisation for Travel' should be used and reasons for the expected higher amount explained. If there are unforeseen circumstances a higher amount may be claimed without prior authority, in which case a full explanation should be given on the claim form or on an additional sheet attached to it.

Authorisation of Expense Claims
13.
Authorisation for payment must be made by one of the following:

(
The budget holder(s) of the accounts) to be charged with the cost of the journey provided he or she is senior to the claimant.

(
A person delegated by the budget holder provided he or she is senior to the claimant.

(
If the claimant is the budget holder, the claimant's line manager

(
A person senior to the claimant provided the budget holder has given written agreement for the cost to be charged to the account.

Appendix E
Travel Booking Procedure
Appointed Travel Agents
1.
The University' s appointed travel agents are KEY TRAVEL LIMITED

2.
These Agents must be used fbr all txavel arrangements except for local public transport, car hire (see paragraph 22 below) and rail journeys (see paragraphs 24 and 25 below). They have been appointed following a competitive tendering procedure and we are satisfied that they offer the best value for money.

3.
There are many good reasons for appointing a single agency. These are just a few of them:                                         

(
No time or cost lost in obtaining competitive quotes for every major journey. t We have no real "hold" over non-appointed agents in case of dispute.

(
The contract "small print" has been carefully negotiated and is known to be fair to the University.

(
We have the ability to accumulate valuable management information.

(
The appointed Agents know our rules and requirements and can develop good customer profiles.

(
Enhancements and improvements to the services can be introduced. t Arrangements can be made for consolidated invoicing and charging.

(
Key Travel are specialists in handling travel arrangements for charities, and have access to a range of exclusive charity fares not available from any other source. 

(
The Key Travel agreement is compliant with the EU procurement directives, having been tendered via the LUPC (the University's purchasing consortium)

4.
Contact details are as follows:

Main Contact: 

Key Travel Green team 

Telephone:


020 7255 4050  (Mon-Fri 8.45am to 5.30pm, Sat 9am to 1pm)

Fax:


020 7387 1090

Email:


green@keytravel.co.uk

Out-of-Hours telephone:
020 7255 4112 (messaging service)

Account Manager: 

Marcus Bell 020 7843 9667 Ext: 4204 (mbell@keytravel.co.uk)

Sales Manager:

Peter Bush 020 7843 9665 (peter@keytravel.co.uk) 

Website:
www.keytravel.co.uk/UOW (personalized to the University of Westminster)

LUPC Key Travel Buyer's Guide

http://www.lupc.procureweb.ac.uk/Commod_Groups/business_travel.html
Making Business Travel Bookings          

Need for Purchase Orders
5.
Although initial bookings may be made by phone, fax or e-mail (see below), Key Travel may not issue the tickets for travel costing in excess of £500 without production of a properly completed official University Purchase Order form.   This is an essential control, partly to protect the Agents from bad debt, but mainly to comply with University accounting requirements.

6. 
Key Travel have been instructed to ensure that bookings are authorized by an appropriate signatory/budget holder, and that the class of travel is to be clearly stated on invoices.

Initial Enquiries
7
Initial enquiries about routes, costs and schedules should preferably be made by e-mail. This leaves the phones free for complex itineraries.

8.
Please let the Agents know if the enquiry is simply for a quotation to be used as an estimate (e.g. for a grant application), so that they do not spend too much time finding very precise costs for fares, hotels, car hire, etc.: the final arrangements, and costs, will usually be different several months hence.

Business Travel Bookings
9.
Business travel bookings can be made by fax (preferably), email or phone. 

10.
It is essential to give a precise address on the Purchase Order for the delivery of tickets.

11.
The information required by the Agents for making a booking is stated on the Agent's dedicated Web site.

Keeping Costs Low
12.
The Agent's services should be used to source the most cost effective route. For air travel in particular, attention should be paid to the following:

(
Give maximum notice to take advantage of discount fares (e.g. Apex).

(
Avoid last minute changes before or during a trip where these result in higher fares.

(
Economy class service must be used at the fare giving the best value for money. If the lowest fare offered by the Agents is not accepted then justification must be made to the person authorising the expenditure. Connecting flights should be considered.

(
Non-refundable fares should be accepted when travel plans are relatively certain. The discounts should be weighed against the penalties when making the decision.

Low-cost Carriers and the Internet
13.    Bargains can certainly be found on the Internet, but there are there also risks and difficulties:

(
There are no credit terms, so bookings have to be paid for privately by credit or debit card. (University Purchasing Cards are not valid for transactions with any of the low-cost carriers.)

(
Many of the attractive fares are net of taxes.

(
Many of the attractive fares are not available when a booking is requested.


(
A lot of one's own valuable time can be spent looking for fares.

(
The destination airport may be inconvenient, or transport from that airport to one's final destination may be expensive.

(
It can be difficult to change tickets or obtain a refund if things go wrong or plans have to be changed.

14.
However, Heads of Department or budget holders are clearly interested in using low-cost carriers to reduce costs and to this end Key Travel will book travel with airlines available on-line (such as EasyJet/Go, Buzz, Ryanair or Virgin Express) for a transaction charge of £25 plus VAT. The charge for a booking with 1 - 3 passengers will be £25. A booking with 4 - 6 passengers will incur a fee of £50 and a booking with 7 - 9 passengers will incur a fee of £75. 

Ticket Delivery
15.
The Agents will send batches of tickets to the University mailroom every morning and the mailroom should get these delivered to their destination on the same day provided a precise delivery address has been given.

16.
Where a home addresses has been given for delivery first class post will be used unless special delivery has been requested, in which case there will be a charge of around £4 included on the invoice. A similar charge will be made for delivery by a courier.

E-Ticketing
17.
The Agents will tell you if e-ticketing is available for your particular air ticket.   E-ticketing means the Agents will send you an e-mail acknowledgement containing a reference number for your booking and you can go straight to the airline's check-in at the airport to collect your ticket.   The Agents will send you your itinerary by fax, if required, and they can also let you know how to trace it on their Web site. You are encouraged to use e-ticketing as much as possible.

Hotels
18.
The University supports the Higher Education national agreement for hotel reservations.   This agreement offers the best overall value for money and should always be used.    Key Travel have details and can make the necessary bookings.

Travel Insurance
19.
See paragraphs 82 to 87 of the Procedures for information about using the University's travel insurance policy.

Car Hire
20.
The University supports the Higher Education national agreements for car hire.    These agreements offer the best overall value for money and should always be used.   Bookings should normally be made directly with the supplier by the employee, but can also be made through the University's appointed travel agents where car hire is part of an integrated travel itinerary.   Details of the car hire agreements are on the Central Procurement Unit's intranet web site.

Car Hire Insurance
21.
See paragraphs 61 and 62 of the Procedures for information about the University's insurance for car hire cover.

Rail Travel
22.
Booking rail travel is a relatively low-cost activity that takes up a disproportionate amount of the Agents' time for a small amount of commission. It is therefore recommended that employees make their own rail bookings either by purchasing their tickets at the railway station, or on the Internet (ie 'Qjump'), and reclaim the cost later. 

23.
These and any similar reputable Internet sites may of course be used when making bookings with private credit or debit cards.

Making Private, or Business/Private, Travel Bookings
24.
Key Travel Ltd would be happy to attend to any private travel arrangements, including the purchase of foreign currency and travellers' cheques.    Such arrangements must be conducted strictly on a personal basis, must be invoiced separately (with no mention of the University of Westminster) and there can be no question of using University funds in the first instance, to be repaid later.   

25.
If mixed business and private travel arrangements are being made (e.g. spouse accompanying employee on a business trip at his or her own expense) this must be made clear to the Agents from the outset. The Agents can then make the joint bookings on the basis that they will not release the tickets until the official part has been covered by a Purchase Order and the private part has been paid privately in advance.
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PRIOR AUTHORISATION FOR TRAVEL

	PERSON INTENDING TO TRAVEL ON UNIVERSITY BUSINESS:
	Name:

Department:

Designation:

	DESTINATION(S):
	

	PURPOSE OF JOURNEY:

	

	DEPARTURE DATE:
	

	EXPECTED DURATION (DAYS):
	

	PROPOSED MODE(S) OF TRANSPORT:
( Rail, Air, Hired Car, Private Car etc)
	

	PROPOSED CLASS OF TRAVEL:
(Standard, Economy, Businesst etc)
	

	ESTIMATED COST:


	Fares:

Mileage:

Accommodation:

Subsistence:

Incidental Expenses:

Car Hire:

Other (State What):

TOTAL ESTIMATED COST:
	£

£

£

£
£
£
£


£ 

	SOURCES OF FUNDS FOR JOURNEY:

It is proposed that the cost of this travel will be charged to the following budgetary accounts:

	Account Code
	Description
	Estimated Amount

	
	
	£

	
	
	£

	
	
	£

	
	
	£

	DECLARATION:

To be completed by the person requesting authorization to travel.
	I have read the Business Travel Policy & Expense procedures and agree to be bound by their terms and conditions.   I have informed the Central Procurement Unit of my intended travel, for insurance purposes:

Signed:

Name:

	AUTHORISATION:

Appendix D of the Business Travel Policy & Expense procedures gives details of authorization levels and requirements.   The person signing the authorization must be familiar with these levels and requirements.
	I hereby authorise the travel proposed above, including the method, class of travel and budgetary commitment:

Signed:

Name (block letters):

Designation:

Date:


(Sample Expenses Claim Form)
