TRAVEL AND EXPENSES POLICY AND PROCEDURES

GUIDANCE NOTES ON HOW TO ARRANGE TRAVEL

The Travel and Expenses Policy and Procedures were revised on 1st September 2004.

The attached guidelines outline the process University staff must follow when arranging travel and claiming expenses when away on University business.  Any third party expenses must be claimed directly from the Professional body or Trade Association. External Examiners/External Reviewers/External Advisers and Visiting Lecturers must provide receipts for each expense incurred. 
Please note that this document is only a summary of the Travel and Expenses Policy and Procedures – the full text is available on the web - http://northumbria.ac.uk/static/worddocuments/PolicyandProcedures.doc 
Arranging Travel

Traveller

Please note that the same procedures apply regardless of whether you are travelling overseas or in the UK.  The only difference in the procedure is that for International Travel, you will be given a reference number that will enable you to view your itinerary on screen and for UK travel you will receive a booking reference number and details of this booking will be faxed or e-mailed to you.

· Allow at least 10 working days for arranging International Travel (if an Overseas visa is required you must give 14 working days notice).

· Allow at least 7 working days for arranging UK Travel.

· Obtain approval from the budget holder for the proposed trip.

· Contact Jesmond Travel Bureau, who can arrange all flight, rail travel, accommodation and traveller’s cheques* for subsistence.  Agree your itinerary, obtain a quote for the cost and ensure you are given an itinerary/booking reference number from the Travel Agent.

· The Travel Agent will provide an itinerary reference for international travel, to enable the traveller to view the agreed itinerary/quote on-line https://www.viewtrip.com/ViewTrip.asp. 
· The Travel Agent will provide a booking reference number and will fax or e-mail confirmation of the reservation to the traveller for UK travel.

· Complete a Travel Purchase Order Requisition form:- http://northumbria.ac.uk/static/worddocuments/tpor.doc and attach a copy of the itinerary/booking quote. The cost detailed on the itinerary (overseas)/booking reference (UK) must agree with the value on the travel purchase order requisition. Ensure that your required delivery date is a date when you are available to collect your travel documents from the designated delivery point for your School/Department.

· The purchase order requisition must then be passed to the budget holder for authorisation (see example on following page).

· This is only a reservation at this stage and the Travel Agent will only proceed with the booking on receipt of an official Purchase Order.

*Only applicable to International travel

Travel Agent – Reservation Only

· Reserve the travel and accommodation as agreed with the traveller.

Budget holder
· Authorise the Travel Purchase Order Requisition in accordance with the University’s Authority Levels (see Table 1) and ensure relevant expenditure code is included.

· Pass the authorised form to your SAP Administrator.

SAP Administrator – Raise Purchase Order

· On receipt of the authorised Travel Purchase Order Requisition, raise a Purchase Order on SAP. The order will detail the total value of the itinerary/booking requested, by rail, air, accommodation and travellers cheques.

· The Jesmond Travel Bureau reference number must be entered in the header text.

· Code individual elements as per the new coding structure (see Table 2).



Travel Agent – Confirmation of booking on receipt of the official purchase order
· On receipt of the official Purchase Order the agent will accept/confirm the booking and produce and forward all travel documents to the delivery address provided.

Administrator – GRN Purchase Order on receipt of travel documents

· All travel documents relating to the trip will be delivered to the designated delivery point for your School/Department.
· On receipt of the travel documents the purchase order must be GRN’d immediately.
· The traveller must be advised that travel documents are available and must be collected within 24 hours.
· It is the responsibility of the traveller to ensure all travel documents are correct.
Traveller

· It is your responsibility to collect travel documents from the designated delivery point for your School/Departmentand to ensure that all documents are in accordance with the booking immediately.  You must notify Jesmond Travel Bureau immediately should there be any problems with your documents/currency etc. 
· Any Travellers Cheques must be signed immediately.
Finance Department
· Expenditure Section will match and pay the agents invoice, which will be billed at the itinerary/purchase order value.

Example of Travel Purchase Order Requisition
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How to claim your out of pocket expenses

The new expenses claim form is made up of 4 parts: -


F1
Expenses Claim Form


(The totals from F2, F3 and F4 are summarised on Form F1)


F2
Business Mileage


F3
Analysis of hotel bills and personal incidental expenses


F4
Business Entertainment

How to complete the new form: -

The form is available on the Finance Web Site:-

http://www.northumbria.ac.uk/static/excel/finance/expform.xls
This form is designed to be completed on screen then printed off. (Please check that all relevant details are supplied, including daily subsistence) All receipts and supplementary forms (F-2, F-3 or F-4) must then be attached and forwarded to the budget holder for authorisation.

Traveller/Employee
· An expenses form must be completed by the claimant to reclaim all out of pocket expenses, including business mileage, business entertainment and sundry items which are above the University’s petty cash limit (see example on following pages). The form must be completed on a monthly basis and submitted for payment. The expenses claim form is to be used for multiple trips/expenses in the same period (one form per claimant per month).
· The form must be printed off and the receipts supporting the claim attached, this form must then be authorised by the budget holder.  The University will retain all claims for at least 6 years. This is a requirement of the Inland Revenue.

NB. Essential Company Barclaycard users must not include Barclaycard expenditure on expense claims. Cardholders 

must follow the guidelines issued to them for Company Barclaycard reconciliation of expenditure.

Budget Holder
· The budget holder will authorise the claim and forward directly for payment to the Payroll Department.

Finance Department

· Expense claims will be processed via Payroll.

· Periodically, the Finance Department will review a reasonable sample of the travel and expenses documents. When non-compliance is uncovered, it will be highlighted and a course of corrective/disciplinary action agreed. 

Please note: -

All claims should be made by the end of the month following travel/expense.  Claims in excess of 3 months will not be paid.

All general e-mail queries regarding claiming your out of pocket expenses can be sent to FI Expenses or fi.expenses@northumbria.ac.uk.

[image: image2.png]1o Support Expense Claim Form F-1

Northumbria University - Analysis of Hotel Bills & Personal Incidental Expenses

Full Hame:

[foe Broges

‘Section 1 Details of Stay and Accommodation

Payroll Humber: [ 125455

[Accommodation Name:

[etanta - Hong Kong

[oete of Arrivat [12 August 2003

Statf Namets)

[umer of Night=: 3

[Reason for stay:

Purpose

[Cost of Mealts)

[Cost of Accommadatian: [ra2000

orinks.

[Total Section 1 [ca20.00

‘Section 2 Client Entertaining

[Total Section 3

The lii s £5.00 for every ight s

‘Section 4 - Personal Incidental Expenses ('S

et away on business i the UK

Gt Name(=) [ ting Chu The it is £10.00 for every right spert away on business ousid the UK
[Felephone Cals (Private) [e1500
(Company Name(s) leces
[Ctrer (pease speciy below)
[Lounary £330
Purpose Iiscuss Recrutment
[Newspapers EES
[Cost of Mealts) [e17s 00
orinks. Ex
[Cost of Room
[ Other Costs
[Total Section 2 [£208.00 [Total Section 4

[Fetephone Cals (Business) _[¢33.00

[fOTALHOTEL BILL _ £716.00

Payrolt tse Onty.

[Category

lcc

o

[

o

—

R IDINFLAFZ -3 F4 7

FEle Edt Vew Insert Fomat Toos Data Window telp =181 |

e tota Hotel il
Shawn here as
£715.00 should ke
caried forwardtothe.
Employes Expenses
Claim Form (Form F-1)
andis shown as Line
Bonthe example on
the previous page

m—

Close Fullscreen



Example of Form F-1 – Employee Expenses Claim Form
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Example of Form F-2 – Business Mileage Claim Form


Example of Form F-3 – Analysis of Hotel Bills & Personal Incidental Expenses

Example of Form F-4 – Business Entertainment Claim Form
Rates for Subsistence, Accommodation and Business Mileage

Subsistence Rates (Covers the cost of meals and refreshments only - no receipts required)

UK
(Claimable only on expenses – Advance facility not available)

· 5 miles & 6 hours rate from home or normal place of work

£ 7.00

· 5 miles & 12 hours rate from home or normal place of work

£12.00

· Overnight Rate







£20.00
(See full Travel and Expenses Policy for full details)

Overseas 

· Japan, Hong Kong, and Taiwan





£60.00 per night
· All other countries outside of Europe




£40.00 per night

· Follow this link http://www.northumbria.ac.uk/static/excel/osr_jun09.xls for all European subsistence rates. These rates are provided by the Foreign and Commonwealth Office (FCO) and are updated quarterly.

· Travel overseas and back to the UK within 24 hours will qualify for the one night rate.

· The overnight subsistence allowance is only payable for nights away from home.

· When returning from an overseas trip you can only claim £12 for the day you are travelling home.

Accommodation and Hotel Rates – Bed and Breakfast (B & B)

UK 

· Outer London







£80.00 per night
· Inner London







£95.00 per night

· Staying with friends/relatives





£25.00 per night

NB. All accommodation must be booked via the University’s designated travel agent, unless it is included in the 

Conference.

Overseas

· Overseas accommodation and hotel rates (B & B) 

· Staying with friends/relatives





£25.00 per night
Business Mileage payable at the following rates: -

1)        Own Car The first 10,000 per tax year (April to March)   **             40p per mile

                                 thereafter                                                         25p per mile
2)            For Motorcycles:                                                                             24p per mile
3)            For Pedal Cycles:                                                                           20p per mile
The above rates do not incur an Income Tax Liability for members of Northumbria staff.

**  Please note it is the employee’s responsibility to ensure the correct rate is claimed within any tax year period  (1 April to 31 March).

The above rates do not incur an Income Tax liability for members of Northumbria staff.

NB. Staff must ensure that their motor insurance cover extends to business use and the insurer should, if necessary, be asked to endorse the certificate to confirm that driving in the performance of the University's business is covered by the

insurance policy. 




Table 1 - Authority Levels

All travel and expenses must be authorised in accordance with the table below

	Grade
	Cost per trip, per individual, including all travel and associated costs

	DVC
	Amounts greater than £5,000

	Dean of School/Service Director
	£1,000 to £5,000

	Budget Holder
	Amounts upto £1,000


The following documents require an authorised signature: -

· Travel Purchase Order Requisition, which must be supported by the itinerary/booking reference.

· Employee Expenses Claim Form.
· The only exceptions to the above rule are the Chancellor, Vice-Chancellor, Deputy Vice-Chancellor, Pro Vice-Chancellor, University Secretary, Deans of School and Service Directors, who can self authorise up to the above limits.
Table 2 – Staff Travel and Subsistence Codes

Category





Code



Mat Group


Air Overseas





239270



23TL1


Accommodation Overseas



239280



23TL1


Subsistence Overseas




238340



23TL1


Business Entertainment Overseas


238330



23TL1


Air UK






239260



23TL2


Accommodation UK




238300



23TL2


Subsistence UK





239150



23TL2


Business Entertainment UK



239250



23TL2


Mileage Business




239101



23TL3


Rail






238290



23TL3


Staff Development




239200



23TL3


Travel Other





239100



23TL3


Sundry Expenses




239130



23TL3

DO NOT USE MATERIAL MASTERS WHEN ENTERING TRAVEL PURCHASE ORDER REQUISITIONS

Revised December 2004 







1
Page 1 of 7

