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Travel and expenses policy
1. Purpose
1.1. This policy sets out the procedure to be followed when undertaking business travel arrangements to ensure staff are safe, their well-being is considered and that travel arrangements made represent value for money.  
1.2. It covers guidance for expenditure and reimbursement of travel, subsistence, entertaining and other expenses incurred in the course of the University’s business to ensure such activity complies with the University’s financial regulations.
1.3. Provided that the procedures set out within this policy are followed, staff will be covered by the University’s Travel Insurance Policy and no additional tax or National Insurance contribution liability will arise. If this policy is not complied with then staff may incur additional tax liabilities. 
2. Scope
2.1. This policy applies to all categories of expenditure on travel, subsistence and entertaining using University administered funds regardless of method of payment.
2.2. All staff, and any other person (non-students) undertaking any University activity must comply with this policy.
2.3. This policy does not relate to the purchase of (non-travel) goods and services. The University’s Procurement Procedures applies in this case.
2.4. All rates stated within this policy are inclusive of VAT.
2.5. Failure to follow the policy may result in staff not being reimbursed, not being covered by the travel insurance policy and, where the policy has been deliberately circumvented, disciplinary action may be taken by the University. 
2.6. The University will not pay for any travel expenses between the home or other agreed working location of a member of staff and the Leeds Beckett University premises or vice-versa even where they are working under a hybrid, homeworking, or largely remote working arrangement.
3. General principles
3.1. Economy and reasonableness
3.1.1 The general principles of reasonableness and economy combined with efficient working practices underlie the operation of these rules.

3.1.2 All travel and subsistence costs must be approved in advance, unless exceptional circumstances prevent prior authorisation.

3.2 Sustainability
3.2.1 It is accepted that staff travel is a necessary part of University business however, the University is also committed to reducing our environmental impact. Leeds Beckett supports both the Government’s commitment to reach net zero greenhouse gas emissions by 2050 and Leeds City Council’s commitment to making Leeds carbon neutral by 2030. We encourage more sustainable behaviours and reducing our levels of business travel supports this. Before Covid, our estimated carbon emissions for business travel were 2,344 tonnes per annum.  This represents just over half the amount of carbon emitted per year by the university's gas and electricity usage! Before booking your business travel you should consider the sustainable impact of your journey balanced with the business need, wellbeing, and value for money. Please consider whether the trip is necessary, or if communication technology provides a viable alternative, for example Teams video call.
3.2.2 UK travel should normally be by public transport. This is the University’s preferred mode of travel with ‘car’ use being the second choice. UK travel should not include air travel unless there are no other reasonable modes available. 

3.2.3 All flights must be economy unless there are medical or disability grounds which require an exemption, or the cost is being borne by a third-party. Economy class for international and long-haul journeys emits two thirds less co2 than business/first class.

3.3. Equality
3.3.1 The University has a duty of care under the Equality Act 2010 to provide reasonable adjustments for travellers. Reasonable adjustments may also be considered for those who do not fall under the Act but have an occupational health need, or caring responsibilities or similar. These will form part of the exception policy outlined in 5.5 below.

4. Process
4.1. Advances
4.1.1 A system of providing advance allowances exists where there is a requirement for payment by an individual where no other suitable payment method is available.

4.1.2 Advances will not be given for amounts less than £100.

4.1.3 Where an advance is obtained, records must be kept of all expenditure incurred and an expense claim (see 4.2) must be submitted to clear it within 30 days of the employee’s return.

4.1.4 Further advances will not be made where a previous advance remains overdue.

4.1.5 A breakdown of the anticipated expenditure is to be completed by completing a Travel Advance Form and submitted to the Payments Team, payments@leedsbeckett.ac.uk., who are responsible for the administration of advances. 
4.2. Expense claims
4.2.1 For members of staff and postgraduate students expense claims are processed online through iTrent.

4.2.2 For any other person (non-staff) making a claim for expenditure incurred whilst undertaking a University activity this external claim form must be used.

4.2.3 Expense claims that are over six months after the date that the expense was incurred will not be accepted except where exceptional circumstances can be justified.

4.3. Receipts
4.3.1 All claims for reimbursement of expenses must be supported by scanned or photo images of receipts, vouchers or equivalent evidence of the expense incurred. Original items must be retained in case of query/audit. No pre-dated expenses can be claimed. 

4.3.2 The University recognises that on occasions receipts may be lost or not be provided by the vendor. Claims can still be submitted in this instance:
· [bookmark: _Hlk129609904]For items over £20, a written justification must be provided and approval from the Head of School/Resource Centre, or their nominated delegate, must be attached to the claim. (The principle in 5.3 also applies here).

· For items under £20, an explanation does not need to be given but items without receipts must be identified on the claim. However, please be aware that some funders require receipts for all items of expenditure regardless of value; in this circumstance, receipts must be submitted for all items.

4.3.3 The receipts must include itemised details of the item(s) bought and VAT breakdown and must show proof of payment. For receipts that are illegible, or not written in English, please provide a clear description of the expenditure on the back of the receipt. Credit card holder receipts and copies of credit card or bank statements do not include this information and so cannot be solely accepted as receipts to support a claim.

4.4. Booking travel
4.4.1 The University uses a preferred Travel Management Company (TMC) Supplier. Using the TMC helps the University achieve value for money and meet its duty of care requirements to staff travelling and will help to measure its carbon footprint levels for reporting purposes

4.4.2 Bookings for all flights, accommodation, and rail travel, must be made using the Travel Management Company’s online booking tool, or by contacting the booking team via phone or email. 

4.4.3 Permitted exceptions to using the Travel Management Company include: 
· Domestic Rail Travel (although Travel Management Company should be used where possible)
· Conference hotel bookings where the accommodation is included as part of the conference booking, although the flights must still be booked via the TMC. 

4.4.4 The online booking tool should be used for simple overseas and domestic flights, overseas and domestic hotel accommodation, overseas car hire, international rail travel and, where possible, domestic rail travel. 

4.4.5 Contacting the Travel Management Company booking team is recommended for complex itineraries where there are multiple destinations and/or (overseas) internal flights are required.
Instructions on how to book travel via Travel Management Company. 
5. Compliance
5.1. The claimant is responsible for ensuring that all claims submitted adhere to this Policy.
5.2. The Dean of School/Head of Resource Centre, or those with delegated authority to manage the associated budget, is responsible for ensuring that all expense claims submitted to Financial Services for payment represent a valid business expense in accordance with this Policy.
5.3. Where a claim is submitted by a Dean of School/Head of Resource Centre or responsible budget holder, or a member of staff with equal or greater seniority, the respective line manager will be responsible for ensuring the claim represents a valid business expense in accordance with this Policy. Claims submitted by the Vice Chancellor will be approved by the Chair of the Board.
5.4. Where Financial Services receives a claim that does not adhere to this Policy, including insufficient supporting paperwork, it will conduct enquiries to rectify the situation and reject where it is found to be non-compliant.
5.5 All travel bookings made through the Travel Management Company will be subject to the following approvals.
	Cumulative total of booking
	Authorisation process

	<£1,000
	Notification of booking sent to nominated signatory senior to the traveller following booking (i.e. line manager or budget holder)

	>£1,000
	Approval of booking required by nominated signatory senior to the traveller to process booking (i.e. line manager or budget holder)

	Out of policy requests
	Approval of booking required by the final approver for the school / resource centre to process booking

	All travel
	Retrospective review of monthly reports by Financial Services and Head of School / Resource Centre 



5.6. Where the expense is externally sponsored, the Budget Holder is responsible for ensuring that the sponsor(s) contract with the University allows the additional expense, and that the sponsor will refund the full cost to the University directly.
5.7. The University will not pay for items that are considered personal choice expenses (e.g. seat selection or excess baggage costs) unless there is clear evidence of medical need with a justification of why it is reasonable for the University to bear the cost.  
5.8. A report detailing instances of exceptions from this policy will be made available to the Director of Finance on a quarterly basis.
6. Details of allowable and non-allowable costs on expenses claims
6.1. Travel by vehicle
	Category
	Allowable cost?
	Rate
	Comments

	Business Mileage in own vehicle

Motorcycles 


Bicycle 

	Yes

Yes 


Yes
	Standard rate 45p per mile

24p per mile 

20p per mile 
	

45p per mile for the first 10,000 miles in a tax year and 25p per mile thereafter,







Drivers are responsible for ensuring their vehicle is:

	
	
	
	• insured for University business purposes

	
	
	
	• taxed

	
	
	
	• roadworthy

	
	
	
	Claims on iTrent must show departure and destination

	
	
	
	Given any one of the following conditions:

	
	
	
	• no suitable means of public transport was available

	
	
	
	• equipment (not laptops) had to be transported

	
	
	
	• University passengers were carried. 

Details of travelling by car for University business are available here.

	Travel from home to work
	No
	45p per mile
	The University will not pay for any travel expenses between the home or other agreed remote working location of a member of staff and Leeds Beckett University premises or vice-versa even where they are working under a hybrid, homeworking, or largely remote working arrangement. Mileage may be payable under certain circumstances, for example, staff on call outside hours, but will be reimbursed through payroll and subject to deduction of tax/NI.

	Vehicle rental - UK
	No
	
	Approval must be obtained from the Dean or Budget Holder prior to hire. Vehicles must be hired using the University's contracted suppliers

	Vehicle rental - overseas
	Yes
	
	
Vehicles may be hired via the University’s Travel Management Company. Otherwise, you can make your own arrangements and claim via expenses

	Vehicle rental/car club: fuel costs
	Yes
	
	Claim cost of fuel via expenses with detailed VAT receipt showing litres of fuel

	
Other forms of transport such as e-scooters, electric bike hire
	Yes
	
	Reimbursed at cost with supporting receipt


6.2. Travel (other)
	Category
	Allowable cost?
	Comments

	Buses
	Yes
	Bus fares can be claimed via expenses

	Taxis
	Yes
	
Taxis can be used if this is cost-effective and appropriate for the journey. Generally, taxis should be hailed/booked by the traveller and reclaimed via expenses. For more organised journeys, such as airport runs, must be pre-booked via the University’s preferred local service.  

	
	
	

	Car parking
	Yes
	Reasonable car parking charges can be claimed where they are essential for the performance of University activity. Staff cannot claim for parking in the city of Leeds. 

	Toll charges
	Yes
	Receipts must be obtained where possible

	Parking fines
	No
	
Never an allowable cost

	Speeding fines
	No
	
Never an allowable cost

	Congestion/clean air zones and similar charges
	By exception
	
Journeys should be planned to avoid such charges. Charges will only be reimbursed if incurring them was unavoidable.

	Tourist taxes
	Yes
	
Fees imposed by the destination country or resort and usually payable locally such as ‘resort fees’ or ‘tourist tax’ are allowable





6.3. UK Rail/underground
	Category
	Allowable cost?
	Comments

	UK rail tickets
	Yes
	To obtain value for money travellers must use standard class travel. Where appropriate and practicable, domestic rail travel must be booked using the Travel Management Company.


6.4. Air travel
	Category
	Allowable cost?
	Comments

	Air travel
	
	

	Air travel 
	Yes
	All International air travel must be approved via an Overseas Visit Proposal.
Tickets must be booked through University’s Travel Management Company. In exceptional circumstances where booking through the Travel Mnagement Company is not possible, confirmation of the reason why the Travel Management Company was not used must be included on the expense claim. Claims for flights where the Travel Management Company has not been approached will not be reimbursed until after date of travel. Note: the travel management company offer a price match service if you feel the most economical price has not been offered.

	
	
	Point to point air tickets should normally be booked via travel management company online portal. If there is a need to make the booking via the contact centre, and they fail to make a response to the request within the Service Level Agreement timescale of 24 hours, then the booking may be made elsewhere and claimed via expenses

	
Air travel 
	
Yes
	
The class of travel for all flights is Economy Refer to Section 5.6 for exceptions

	Airport lounge
	sometimes
	
In the case of a delayed flight, or circumstances that allow staff to access facilities that support working at the airport, the use of an airport lounge is permitted.


6.5. Other travel costs
	Category
	Allowable cost?
	Comments

	Ferry crossing
	Yes
	Ferry tickets can be booked through University’s travel management company.

	Ferry –cabin
	Yes
	An on-board cabin may be booked if the crossing exceeds 10 hours.

	Travel insurance
	No
	
All approved international trips are covered by the University’s travel insurance policy. 
This will be confirmed when the OVP is approved. To get details of cover and emergency assistance available please go to Insurance Cover and Claims. Claims for personal travel insurance will not be paid.

	Travel visas
	Yes
	
Travel visas can be claimed through expenses. Alternatively, they can be booked via the Travel Management Company

	Work permits
	Yes
	
If a work permit is required to undertake Leeds Beckett University activities outside the UK, these costs will be reimbursed.

	Passport costs
	Sometimes
	
Standard costs for passports, renewals or updates will not be reimbursed. Essential costs such as additional pages due to extensive business travel will be reimbursed subject to PAYE and NI deductions.

	Medical costs
	Yes
	Additional costs such as inoculations will be reimbursed.


6.6. Accommodation
	Category
	Allowable cost?
	Comments

	Hotel/overnight accommodation
	Yes
	The following nightly bed and breakfast single-room rates should be considered as the expected maximum payable for the majority of locations and in normal circumstances much lower rates should be achievable, especially if booked well in advance:

	
	
	• £120 UK (excluding London)

	
	
	• £180 London and non-UK major cities

	
	
	No accommodation cost can be claimed for overnight stays in Leeds for colleagues where the university’s campuses in Leeds are their contracted place of work. 

	
	
	Bookings must be made through University’s travel management company. In the exceptional circumstance that this does not prove possible, confirmation of the reason why the Travel Management Company was not used must be included on the expense claim. Claims where the Travel Management Company has not been approached will not be reimbursed until after date of travel.

	
	
	Straightforward hotel bookings must normally be made via travel management company online portal. If there is a need to make the booking via the contact centre, and they fail to make a response to the request within the Service Level Agreement timescale of 24 hours, then the booking may be made elsewhere and claimed via expenses.

	Conference related hotel booking
	Yes
	
Accommodation booked as part of a conference, or where a hotel offers a discounted rate for delegates need not be booked via the Travel Management Company

	Accommodation with partner institutions
	Yes
	
Accommodation provided by, or hotel rates which are exclusive to a partner institution need not be booked via the Travel Management Company

	Accommodation booking platforms not available via the University’s travel management company
	Yes
	The cost of accommodation booked directly can be claimed, providing:

	
	
	• rail/air travel is still booked through Travel Management Company

	
	
	• booking is made using @leedsbeckett.ac.uk email

	
	
	• 'Travelling for Business' box is ticked where offered

	
	
	• booking platform reviews for the property show no cause for concern

	
	
	• enquiries are made to ensure safety of location and fire safety, for example, smoke alarms, CO alarms

	
	
	Expense claims for such bookings will not be reimbursed prior to travel and receipt/invoice will be required. The University will not allow the use of unregulated booking platforms e.g., Airbnb – as it is unregulated and will fail to meet our duty of care. 

	Travel with family





Staying with family/friends 
	





Yes
	If a larger room/property is booked due to travel with family, only equivalent cost for solo travel/single occupancy will be reimbursed. Evidence of the comparison of costs is required.

£50 can be claimed per night if you stay with family/friends


6.7. Food, drink, and entertaining costs
	Category
	Allowable cost?
	Comments

	 Subsistence
	Yes
	Food and beverages taken as a meal (breakfast, lunch and dinner) can be claimed while travelling on University business if the mealtime falls within the journey. Costs should not be excessive. Reasonable rates in the UK are considered to be:

	
	
	5 Breakfast: £10 (If an individual is required, by exception, to leave home early, e.g. before 7 a.m., to work somewhere other than their normal workplace.)

	
	
	6 Lunch: £10 (When absent from the normal place of work for more than 5 hours, and spanning the lunchtime period, lunch may be reclaimed.)

	
	
	7 Dinner: £25 (When absent from the normal place of work, for more than 10 hours, or staying away overnight)

These cannot be accumulated and must be supported by receipts. 

Alcohol is not claimable. 

	Gratuities
	Yes
	Reasonable gratuities/service charges can be claimed where itemised on a bill.

	Business Entertainment 
	Yes
	
Expenditure on food, drink or other hospitality must only be reimbursed if it was incurred in the course of University business.

Important considerations for acceptability:

1. Appropriate ratio of external guests to staff i.e., staff-to-client ratio will usually not exceed 1:1 On an exceptional basis, the ratio can be a maximum of 3:1 for entertainment on the University campus and 2:1 elsewhere.
2. All attendees’ names and organisations must be recorded
3. Alcohol consumption must be reasonable e.g. 1 or 2 glasses of wine per person. 
4. Cost per head must be reasonable and should not exceed £40 per person.

The Business Entertainment Proposal and Claim Form must be submitted as part of the support for the expense claim. 


	Internal Meetings

	No
	Refreshments and meals taking place on University premises (e.g. working lunches, staff training or team building gatherings) are not claimable through expenses. Food and drink for internal events must be ordered via the internal catering service. 

All internal meetings must be held on University premises where appropriate facilities are available. External venues should only be used when university facilities are not available. 

	Non-Business (social) Entertainment
	No
	
Any non-business event attended by (University staff and not involving third parties) cannot be charged to University administered funds and is not reimbursable.  This applies whether on or off-campus.



	
	
	


6.8. Miscellaneous
	Category
	Allowable cost?
	Comments

	Costs which are never allowed
	Never
	The following types of expenditure will never be paid via expenses:

	
	
	• payment of wages, call-out payments, overtime payments, or other ad hoc remuneration

	
	
	• gifts to members of staff or ex-members of staff

	
	
	• gifts in lieu of fee/expenses

	
	
	• payments for non-business use of goods/services

	
	
	• personal expenditure, loans or advances to employees or students, or for cashing personal cheques

	Ancillary items for travel
	No
	
Costs for items such as suitcases, travel clothes, toiletries will not be reimbursed.

	Conference bookings
	Yes
	
Conference bookings may be paid for via a University purchase card, claimed via expenses or in some cases can be booked via the Travel Management Company. In all cases the expenditure must be approved by the budget holder.

	Travelling with partner/family
	No
	
Additional costs incurred travelling with accompanying family will never be paid by the University. The Travel Management Company can split the payment and take payment by card for personal travel.

	
	
	.

	Phone calls/mobile data
	Yes
	Where personal phones are used for University business the cost of these calls /data will be reimbursed. A copy of the phone bill/statement will need to be attached to the claim with the relevant calls highlighted showing the cost.

	Broadband
	No
	
Cost of using Broadband for homeworking may not be claimed via expenses.

	Mobile phones
	No
	
If a mobile phone is required for work, follow these guidelines.

	Computer equipment
	No
	
Costs of computer equipment (laptops, printers, etc) may not be claimed via expenses. See how to request a University-funded device

	Software
	No
	
Costs of software may not be claimed via expenses. Find out how to get IT software.

	Stationery
	No
	
Costs of stationery may not be claimed via expenses

	
	
	

	Work clothing
	No
	See how to order work clothing


	Relocation expenses
	
	
Details of the University’s relocation scheme are available here :Relocation Policy and Procedures 

	Miscellaneous Expenses e.g. Portable electrical equipment             
	No 
	Must be procured in accordance with procurement procedures and by the standard purchase to pay procedures using the Agresso system.

	
	
	

	
	
	




Reviewed June 2025















2

image1.png




image2.png




image3.png




image4.png




image5.png
N -

[ \ LEEDS

(| ) BECKETT
QP UNIVeRsITY




