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INTRODUCTION

In accordance with the Authority's Financial Procedure Rules ( see Appendix 4 ) , claims should be made during the month following the incurring of the expenditure.  Existing deadlines for receipt of claims by the Payments Section of the Resources Department will be the 10th of the month unless otherwise notified.   CLAIMS RECEIVED AFTER THE DEADLINE WILL BE RETAINED AND PROCESSED THE FOLLOWING MONTH.  NO ADVANCE PAYMENTS WILL BE ISSUED.

Supplies of the travelling claim form will be obtainable from the Council’s intranet site or your Administrative Officer, with any difficulties being directed to the Payments Section.  In instances where a single claim form is not sufficient, please attach an additional form..

Where a claimant is required to provide a receipt, this should be attached to the claim form.

CLAIMANTS SHOULD NOTE THAT CLAIMS WILL BE RETURNED TO THE AUTHORISING OFFICER IN INSTANCES WHERE THEY HAVE NOT BEEN CORRECTLY COMPLETED.

APPENDICES

Appendix 1 - 
Travelling Expenses
Appendix 2  -
VAT receipts for fuel purchases

Appendix 3 - 
Subsistence and Sundry Expenses

Appendix 4 - 
Financial Procedure Rules

COMPLETING THE STAFF TRAVELLING, SUBSISTENCE AND SUNDRY EXPENSES CLAIM FORM

SECTION 1 - Personal Details

This section MUST be completed by all claimants.

SECTION 2 - Mileage Claim Details

Claimants should enter their total mileage in the "TOTAL MILEAGE " box (A) from overleaf.  In instances where mileage is record by decimal point, claimants will be expected to enter their total mileage to the nearest whole mile.

For example, if total mileage = 121.5 miles, this should be rounded to 121 miles.




           = 121.6 miles, this should be rounded to 122 miles.

Where the expenditure is split and is to be charged to a cost centre other than the normal , the appropriate mileage should be entered in the "Mileage Claimed" box/es , together with the correct financial coding entered in the corresponding coding line.  The mileage should then be totalled and entered as described above.  

For current mileage rates, please refer to Appendix 1.

When claiming travelling, claimants MUST complete the following sections on the reverse of the claim form:

· Journey date
· Journey, point of call, and reason for journey
· Times engaged (start/finish)
· Mileage claimed (with total entered in the appropriate column)
· VAT receipts must be provided (See Appendix 2)
PLEASE NOTE THAT IF MORE THAN ONE VEHICLE IS USED DURING THE MONTH , SEPARATE CLAIMS MUST BE COMPLETED.

SECTION 3 - Claim Period

This section allows for entry of the claim period and should be shown, as year and month e.g. a claim for April 2008 should be entered as 200801, May 200802 etc.

PLEASE NOTE THAT IF MORE THAN ONE PERIOD IS CLAIMED FOR, A SEPARATE FORM MUST BE USED FOR EACH MONTH.

SECTION 4 - New Claimants / Existing Claimants Showing Change to Existing Details.

This section MUST be completed in circumstances where;

· The claimant is new;
· The claimant has changed his/her user designation e.g. casual/essential;
· The claimant has used a second vehicle; or
· The claimant has changed his/her vehicle.
N.B.  A separate form is required for each user designation, or second vehicle, or       change of vehicle within the month.

If first claim, state National Insurance Number - This field is only mandatory where an employee is making their first claim.  It is required to ensure that the information supplied to the Tax Office is accurate and complete.

If first claim, state date of joining - This field is only mandatory where the employee is making their first claim.  It ensures that Essential Users receive the correct lump sum entitlement, and ensures that the information supplied to the Tax Office is accurate and complete.

If leaver, state date of leaving - This field is only mandatory where the employee is making their last claim.  It ensures that Essential Users receive the correct lump sum entitlement, and ensures that the information supplied to the Tax Office is accurate and complete.

If change of vehicle, state date new vehicle came into use - This field need only be completed if the employee changes their vehicle.  It will ensure that the correct mileage rate and lump sum rates are applied for the appropriate period.

Vehicle Cubic Capacity - The EXACT C.C. of the vehicle must be quoted.  Claims will not be accepted where for example 1.0 or 1000 is quoted.  The actual C.C. of the vehicle can be found on the Registration Document and in the case quoted above the actual C.C. would probably be 998 or 999cc.  The cubic capacity of the vehicle is critical in determining the mileage rate to be reimbursed.  It also enables the system to determine which Inland Revenue Tax Free Rate to apply when calculating whether a profit element has been derived.
Overnight Allowances - With effect from the 1st May 2001, all claimants, when claiming the overnight allowance, will be required to attach a VAT invoice in order to validate their overnight stay.  

When claiming subsistence/overnight allowances, claimants should enter in the "total" box (B) , the total value of their claim from overleaf.

For current subsistence rates, please refer to Appendix 3.

Sundry Expenses - e.g. car parking, bus fares, train fares, tolls - claimants are required to enter in the box marked "sundry”, the value against each item of expense and to complete the "total" box (C) from overleaf.  The relevant receipts must be attached to the claim form.

Reimbursement of Telephone Rental - Claimants should include the VAT element on the rental and should be entered in the appropriate box under Sundry Expenses.  This particular reimbursement is subject to Tax & N.I. deductions.  Claimants MUST attach a receipted account to the claim form.

Reimbursement of Telephone Calls - Claimants should be aware that when submitting a claim for reimbursement of official calls, an itemised bill MUST be attached to the claim form.

Professional Fees / Postages - The value of any claim submitted in respect of these should be entered against the relevant item. Receipts should be attached to the claim form where appropriate.

When claiming subsistence and/or sundry expenses, claimants must complete the following sections on the reverse of the claim form:

· Journey date

· Journey, point of call and reason for journey

· Times engaged (start / finish)

· Value of subsistence & sundry expenses (with total entered in appropriate column)

Receipts – Claimants MUST avoid attaching receipts to the front of the claim as it invariably obscures key information needed to process payment accurately.

SECTION 5 - Declaration and Certification
Declaration - must be signed and dated by the claimant.

Certification - "Checked By" must be signed and dated by the officer who has checked the claim.



     "Certified By" must be signed and dated by an "authorised officer".

Should you require any assistance or advice in relation to any of the points contained with this guidance note, please do not hesitate to contact the Payments Section of the Finance Division on ext. 4169. (01267 224169)
Appendix 1 Travelling – Expenses

NATIONAL JOINT COUNCIL FOR LOCAL GOVERNMENT SERVICES TRAVELLING ALLOWANCES

(EXCLUDING TEACHING STAFF)

Effective from 1st April, 2008
	Essential Users
	451 - 999cc
	1000 - 1199cc
	1200 - 1450cc

	Lump sum per annum

(Monthly payment pro rata)

Per mile - first 8,500 miles

(Monthly mileage pro rata)

Per mile - after 8,500 miles

Amount of VAT per mile in

Petrol element                


	£753
£62.75
34.0p
13.3p
1.374p
	
	£849
£70.75
36.9p
13.6p
1.460p
	
	£1,095
£91.25

45.8p
15.8p
1.592p
	

	Casual Users

	Per mile - first 8,500 miles

(Monthly mileage pro rata)

Per mile - after 8,500 miles

Amount of VAT per mile in

Petrol element                


	42.9p
13.3p
1.374p
	
	46.9p
13.6p
1.460p
	
	58.7p
15.8p
1.592p
	


	Leased Vehicle Rates
	451 - 999cc
	1000 - 1199cc
	1200 - 1450cc

	
	9.227p
	
	9.804p
	
	10.695p
	


Appendix 2 – VAT receipts for fuel purchases

Customs & Excise Legislative Change April 2006 - Staff Travelling Expenses

Background

The Council has been advised by Customs & Excise that a critical legislative change will occur from April 2006 to the way in which VAT is recovered on the fuel element of travelling expense rates. Essentially, for the Council to reclaim the VAT, Customs and Excise will require a VAT receipt for fuel purchased in advance of or on the date that a journey was undertaken. 

Currently, the Council reclaims substantial VAT from the business activity in this area and naturally does not wish to lose this significant source of revenue. Consequently, the Council will need to develop procedures that are sufficiently robust to withstand future Customs and Excise Inspections. To this end, departments must capture and check all relevant receipts at the point where claims are received and on no account should claims be authorised or submitted for payment without the appropriate VAT receipts.

In order to bring about this change effectively, departments have been requested to implement the new requirement from 1st March 2006. This will afford the time for staff to become accustomed to the changes brought about to systems and procedures within their respective departments but more importantly, will provide the opportunity to capture receipts for fuel purchases made during the latter part of March for journeys that will be undertaken in April 2006.

With the Council being subject to regular VAT inspections, it must be stressed that full compliance in this change is essential as anything short of this may incur financial penalties which, will in consequence, impact directly onto departmental budgets.

In ensuring that this change is implemented correctly, the Local Conditions of Service and the Staff Travelling, Subsistence and Sundry Expenses Guidance Document have being amended accordingly. Therefore, all payments of mileage, must be supported by a VAT receipt, for business journeys undertaken

Application Procedure for Managers

From April 2006, the onus will fall on all staff claiming traveling expenses to provide VAT receipts, with all managers responsible for ensuring that journeys / claims are only authorised when supported by appropriate VAT receipt/s.  In addition, managers should also give consideration to the following:

· Reasonableness of receipts provided in relation to mileage claimed.  As a rough example, a VAT receipt for a full tank of fuel should be sufficient to undertake up to 400 miles (estimated!) of travel.

· Only VAT receipts bearing the supplier’s VAT registration number are acceptable     NOT debit / credit card transaction slips.  

· Where fuel is purchased at the end of the month, it is probable that the fuel would be used to undertake journeys for the remainder of the respective month together with those journeys undertaken at the beginning of the following month.  Having correctly tendered the VAT receipt for the month in which the fuel was purchased, the claimant, when completing the next month’s claim should enter the following on the expenses claim line immediately before the date that the next receipt is obtained:

‘VAT receipt for the above dates attached to M O N T H claim’

N. B. 

The date and time of the fuel purchase must have occurred prior to the commencement of the journey claim.

GENERAL VAT ADVICE RE ROAD FUEL PURCHASES

1-
In the situation where a couple share the use of a vehicle, COPY INVOICES will be ALLOWED by Customs. An audit trail must be provided between the original tax invoices retained with one mileage claim to the other mileage claim supported by a copy of the original invoice.

2-
In the situation where a couple share the use of a car but who make separate claims to different employers, COPY INVOICES will be ALLOWED by Customs until such time as a contrary ruling is received from HMRC.

3-
In the situation where a claimant runs his/her own VAT registered business, the fuel is purchased by the employee’s business and NOT by the employee of the Council. CCC will be unable to reclaim any VAT – For treatment see 6 below.
4-
In the situation where a claimant runs his/her own non-taxable business , COPY INVOICES will be ALLOWED by Customs until such time as a contrary ruling is received from HMRC.

5-
In the situation where a couple share the same monthly fuel account, the partners should request separate accounts.

6-
Where receipts are unable to be tendered ( see point 3 ) or are not supplied with the monthly expense claim , a mileage rate less the VAT element will be applied and would equate to a reduction of 1.6 pence per mile.
Appendix 3 – Subsistence and Sundry Expenses

Subsistence - The current subsistence allowances are as follows:-

	1.
	SUBSISTENCE ALLOWANCES - Paragraph 61(2)

	
	
	Breakfast

Lunch

Tea

Evening Meal
	£4.48

£6.17

£2.43

£7.64
	

	
	As from 1st October 2002 , all ‘ in-county ‘ payments for lunch will be reimbursed on the following basis : -

*  That a minimum expenditure of £2.00 be incurred before a claim for reimbursement for lunch 

    Expenses can be made.

*  That receipts be required at all times.

*  Claims will be reimbursed for expenditure between the values of £2.01 up to a maximum of £5.00

    ( the first £2.00 of any claim incurred will not be reimbursed )

*  That the eligibility & application of this allowance be in accord with the locally agreed Subsistence

    Allowances as defined in Section 11.7 of the Local Conditions of Service Policies & Procedure
    Manual.

               

	2.
	OUTSIDE OFFICERS SUBSISTENCE ALLOWANCES

	
	
	Breakfast

Lunch

Tea

Evening Meal
	£4.48

£4.22

£1.79

£5.06
	]    ‘Out of county’ only

	
	You should continue to ensure that Officers appointed to ‘Outside Officers’ posts on or after 3rd June, 1983 do not receive these allowances.

	
	

	3.
	OVERNIGHT SUBSISTENCE ALLOWANCES 

	
	London

Provinces
	£91.04

£79.82
	to cover a full 24 hour period

to cover a full 24 hour period



	
	Officers claiming for the lower allowance must produce a receipt for actual expenditure in order to validate the overnight stay but will be entitled to payment of the full allowance. 



	
	London

Provinces
	£100.47

  £84.77
	to cover a full 24 hour period

to cover a full 24 hour period



	
	Officers claiming the higher rate will continue to produce a receipt for the full level of expenditure.

	
	Any subsistence entitlements outside of this period to which the officer is entitled are claimed at the normal rate.

OVERSEAS ALLOWANCE

It was RESOLVED by the Human Resources Committee on the 18th November 1996 that officers & members whilst travelling abroad be entitiled to claim actual expenses against receipts , together with an out-of-pocket allowance of normally £50.00 per day to be increased in relevant cases to cover additional expense ( against receipts ) increased through exceptional use of taxis and / or telephone and fax facilities.


	4.
	OUT-OF-POCKET ALLOWANCES (Residential Training Courses) - Paragraph 20(6)

	
	
	Per Night

Per Week
	£3.63

£14.55
	

	
	
	
	
	


Appendix 4 - 
Financial Procedure Rules

	11.
TRAVELLING AND SUBSISTENCE EXPENSES


	
	11.1

 
	Introduction

Staff are eligible to claim travel and subsistence expenses in accordance with their Conditions of Service.



	
	11.2
	Promptness of Claims

Claims should be made during the month following the incurring of the expenditure on forms approved for the purpose by the Director of Resources. Where claims are not submitted promptly a separate form will be required for each month. Forms containing more than one month will be returned unpaid. Authorising officers may be asked to confirm how they have satisfied themselves of the reasonableness of late claims. The need for claims to be submitted promptly is crucial at the end of the financial year to ensure that claims are charged to budgets and tax in respect of the correct year.



	
	11.3
	Value for Money

All staff are expected to travel in the most economical manner appropriate to the discharge of their duties.



	
	11.4
	Basis of Claim

The following rules must be observed when completing a claim: The mileage claimed must not exceed the actual mileage of the journey. The normal starting and finishing place for journeys undertaken during working hours will be the location where the individual is based. Where an Officer travels direct from home to a location other than his/her base, he/she shall be entitled to reimbursement of actual mileage providing the distance travelled does not exceed the distance that would have been travelled had he/she travelled from his/her base. A similar interpretation would apply for journeys from locations other than the Officer's base to the Officer's home. For official journeys undertaken outside normal working hours (i.e. weekends or evenings) the actual journey may be claimed e.g. Officer's home to destination and return journey home. Staff working overtime during evenings and weekends, and who are paid for such duty, are not entitled to claim travelling expenses to or from their place of work. Where an Officer opts to travel in his/her own vehicle in circumstances where a cheaper suitable mode of transport should have been used, the claim should not exceed that which would have been paid if the alternative transport had been used e.g. it is normally cheaper to travel by train from the Carmarthenshire area to London but where a member of staff prefers to drive in his/her own car he/she may claim the equivalent of the train fare (provided that this is lower than the mileage claim would be). Cases where this applies should be clearly explained on the claim form.


	
	11.5
	Certification

A signatory approved by the Chief Officer for that purpose must approve completed claims. Following approval, claims must not be returned to the claimant but should be despatched promptly to the Payments Section. No officer should certify their own expenses claims.











