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Business Expense Reimbursement Policy

Policy
GDoc Ltd will reimburse its employees for any authorised expenses that they may incur in carrying out their duties provided the procedures noted in this Policy are followed.  

Procedure
1. Claiming Expenses

Employees wishing to claim expenses should, in the first instance, check with the Business Manager/ Nursing Lead that they are eligible to do so. 
A completed claim form should be printed and relevant supporting documentation such as receipts and invoices attached.  If sufficient relevant supporting documentation is not attached, the form may be returned to the employee without being processed.  Please note that credit card vouchers or statements are not acceptable forms of supporting documentation.
All expense claim forms require authorisation from the Registered Manager prior to payment.

Expenses will be paid, following authorisation, through the monthly payroll.

Expense Claim Forms should not be accumulated for more than one month.

2. Allowable Expenditure

2.1 Business Mileage


Where business mileage is being claimed, complete the mileage column within the Expense Claim Form, which will automatically calculate the pence per mile, which is currently 40p.  The Accounts Department will monitor your total miles claimed in any one year and notify you should you exceed 10,000 miles in any one-year as the rate from 10,001 miles then reduces to 25p per mile.

2.1.1 Home to Work

The mileage you incur each time you travel between your home and your normal place of work (NPOW) is known as “ordinary commuting”, deemed private and in the majority of cases will not be reimbursed by GDoc Ltd.

NB:-In the main you will only have one NPOW at any given time.  However it is possible to have more than one NPOW at any given time (for example, if you always spend 2 days or more at the same place) if this is applicable to you at any point, please seek guidance from the Registered Manager.

Where such mileage is authorised for reimbursement, since it is private, the amount will be subject to PAYE & NIC.

2.1.2 Business Journey
A business journey is defined as a visit to another place of business that is not your NPOW (i.e. a temporary workplace), where you either have to travel or where attendance at a particular place is necessary for you to perform your duties of employment.

2.1.3 The 10 Mile Rule

Where a business journey is broadly the same as your ordinary commute, it must be classified as private travel and cannot be claimed as a business expense.  As a rule of thumb, the Inland Revenue guidelines state that a journey to a temporary workplace will not be deemed ordinary commuting where the extra distance involved is 10 miles or less each way.  Generally any visit made to a temporary workplace that commences from home to a location within 10 miles of your NPOW would not qualify as a business trip.

By contrast ALL business journeys that commence from your NPOW and involve travel to another place of business can be claimed, even those that are less than 10 miles.

If you are in any doubt whether a particular journey should qualify as business travel and can be claimed, please seek guidance from the Finance Officer.

2.1.4 Fuel Reimbursement

Employees using their own cars on company business will be entitled to the following rate of reimbursement.

First 10,000 miles

45p per mile

10,001 + miles

25p per mile

These rates are reviewed in line with the Inland Revenue Approved Mileage Rates.

2.2 Travel & Parking

2.2.1 In the UK

Where public transport is routinely used to undertake a business journey, only economy class travel will be reimbursed, unless there are mitigating circumstances and/or prior authority has been obtained.  Where this happens, please explain on the Expense Claim Form the reason.

Taxi charges will only be reimbursed when no alternative appropriate cheaper travel arrangements can be made.  Receipts should also be obtained.

Receipts for the purchase of tickets or the actual ticket itself should be attached to the claim form.  

Parking charges for business appointments away from the office will be reimbursed, provided that a valid receipt is obtained.  Under no circumstances will the Company reimburse parking fines.

2.2.2 Abroad

When travelling abroad the lowest fares should be sought.

Employees should travel economy class within Europe; specific pre-authorisation must be obtained for business class.

Where inter-continental travel is required, employees may travel business class.

2.2.3 London Congestion Charge (if applicable)
Where an employee has to use a car to travel into London the London Congestion Charge will be reimbursed.  A receipt should be obtained.  The London Congestion charge will not be reimbursed if it is incurred as part of the journey from home to the normal place of work.  Under no circumstances will GDoc Ltd reimburse fines relating to London Congestion Charges.

2.3 Hotels & Subsistence

It is the Company’s intention that its employees should be comfortable when they stay away from home on company business.  Where accommodation is not pre-arranged as part of a conference or training course, rates payable for overnight allowances should be agreed with the Business Manager
The allowance includes evening meal, accommodation, breakfast and all chargeable services.  If a meal cost includes other personnel, then the names of such others should be shown and the cost attributable to them can be excluded in determining the maximum reimbursement allowable.

Where conferences/workshops are held at an all-inclusive daily charge, including overnight accommodation, it is left to the individual “authoriser” to grant any excess over the standard allowance.

When visiting another company unit requires an overnight stay to be made, check to see if they have any special fee arrangements with local hotels.
Partners Accompanying Employees on Business Trips

Where a partner accompanies an employee on a business trip, the employee will be required to pay for their travel (unless accompanying them in a company car), accommodation (the difference between a double room and a single room) and other costs such as food.

2.4 Entertaining

Other than for a few exceptions, entertaining is not regarded as an allowable business expense and therefore is not encouraged.

Where staff are taken to a restaurant/hotel for a meal, such expenditure is normally assessable on the individual for Income Tax.  This is because “staff entertaining” is an allowable deduction for Corporation Tax, but assessable on the employee for Income Tax.

In these circumstances, GDoc Ltd will handle all tax and NIC issues under PAYE Settlement Agreement.

Such expenditure will only be reimbursed to the Registered Manager.  In the case of all other entertaining, the company will only reimburse reasonable entertaining costs.

Where employees have an evening meal as part of an overnight stay, this is subsistence and not entertaining and therefore should be claimed for under “subsistence” within the Expense Claim Form.

2.5 Mobile Phones

Mobile phones are provided to employees who need them to carry out their jobs effectively.  The phones will be organised by GDoc Ltd with invoices being sent directly to the company for settlement in full.  A copy of the invoices (together with itemised bill) will be provided to the employee to indicate any private calls, which have been made.  These should be recorded on the Expense Claim Form as a negative.

Note: it is often cheaper to use a mobile phone for business calls than it is to use a hotel room phone.

2.6 Private Phones

Where business calls are made from home, indicate on the invoice all call charges relating to work and enter the sum (including VAT) on the “other” column on the Expense Claim Form and add a note on the “comments” section.  Photocopy the invoice (including the call charges pages) and attach the photocopy to the expense claim form.  No apportionment of rental will be reimbursed by GDoc Ltd.

2.7 Subscriptions

GDoc Ltd does not reimburse personal subscriptions and fees to professional bodies or associations.

2.8 Other expenses

Any other expenses incurred not specifically covered by the preceding categories will only be reimbursed if they have been incurred for business purposes and supporting receipts/vouchers are provided.
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