Members’ Subsistence Allowances

Rates of Allowances 2009/10
A daily allowance of £28.00 per day will be payable in the following way:

(The allowances are statutory maxima and claims will be paid on the basis of actual expenditure supported by receipts. The maximum allowance in each case will be paid only if actual expenditure equals or exceeds it.

3.1 where an overnight stay is not involved subsistence allowance will be payable as follows:  

Breakfast– more than 4 hours before 11.00 a.m.

           £4.00

(when not included as part of an overnight stay)

Lunch – more than 4 hours including 12 noon to 2.00 p.m.
           £8.00
Tea – more than 4 hours including 3.00 p.m. to 6.00 p.m.
           £3.00
Dinner – more than 4 hours ending after 7.00 p.m. 

         £13.00   

3.2 where an overnight stay is involved and includes breakfast as part of overnight accommodation a day subsistence rate of £24.00 will be made available
	
	A member shall be entitled to receive payments by way of subsistence allowance at rates determined by the authority where expenditure on subsistence is necessarily incurred by that member in the performance of an approved duty as a member of the authority.

Any claim for payment of subsistence allowances in accordance with this scheme shall be accompanied by appropriate receipts proving actual expenses, payments will not exceed the appropriate rates referred to below.
Councillors will forfeit their entitlement to claim expenses that are more than 3 calendar months in arrears from the date the actual expenditure was incurred. 

(Only in circumstances such as incapacity due to illness will the Chief Executive or his nominated representative, in consultation with the Leader of the Council, be authorised to pay claims that are in excess of this period.)



	
	Claims for subsistence will be paid for the actual expenses incurred supported by the production of receipts and not exceeding the appropriate rates referred to below
Note:

Receipts must be formal documents, showing the name of the business, the date and the nature of the supply.  Basic non detailed till roll receipts are not acceptable.

In determining the duration of a Councillor’s duties for the payment of this Subsistence Allowance, the method of calculation is as follows –

For Council Meetings e.g. Council, Executive Board and Committee meetings

Actual travelling time, plus

Actual length of time of the Meeting, plus one hour for consultation with Officers.

These are the only times allowable in the calculation of subsistence and must conform to these requirements.
The rates must be reduced by an appropriate amount in respect of any meal provided by an authority or body during the period to which the allowances relate.  As a guide to what the appropriate deduction might be, the allowances shown below are considered reasonable.



	1.
	Overnight Subsistence Allowances

All arrangements for overnight stays by elected members must be carried out by the Democratic Services Unit.

Where an approved duty involves an overnight stay from the member's usual place of residence for a continuous period of absence of 24 hours or more all reasonable subsistence expenses incurred will be paid on an actual basis subject to the production of receipts and not exceeding the appropriate rates referred to below 
Where overnight accommodation does not include meals then any costs incurred for meals will be paid on an actual basis subject to the production of receipts and not exceeding the appropriate rates as shown below.  Where meals are included, no additional subsistence allowances will be paid.
Where Seminar/Conference or Event fees are paid direct by the Council and are inclusive of accommodation but do not include meals then any costs incurred for meals will be paid on an actual basis subject to the production of receipts and not exceeding in total the appropriate rates as shown below.  Where meals are included, no additional allowance will be paid.


	2.
	Payment
Claims should be submitted on the appropriate forms to the Democratic Services Unit of the Chief Executive’s Department within one month of the meeting to which the allowance refers, providing appropriate receipts, in order to maintain accurate financial profiles.
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