REVIEW BODY MEMBERS’ GUIDE TO CLAIMING FEES & TRAVEL AND SUBSISTENCE ALLOWANCES

The attached guide summarises the rules covering claims for fees, travel and subsistence allowances when you travel on Review Body business (or “official travel”). 

This guide is a summary of the rules for BIS Civil Servants which are applied across Government. Members are subject to the same rules as BIS staff with the exception that you are allowed to claim a daily fee and for travel from home 

Underlying this guidance is the need for Members to be conscious of the proper use of public funds and of maximising value for money in the way they travel and the accommodation used. Members with disabilities, who may have special travel needs, are asked to discuss these with their Secretariat at the earliest opportunity. 

Rates are not included in this guidance as they are subject to change. The rates are however included on the claim forms. If you wish to see a full version of the BIS Guidance, please ask your Secretariat for a copy.    

There are three forms which you may need to complete dependent on the nature of the travel;

· UK Travel to Kingsgate House (where BIS pays your “Home to Office” tax and NI liability through grossing up the claim)

· UK Travel to places other than Kingsgate House (no tax liability arises)

· Overseas Travel (no tax liability arises)

Your secretariat will provide copies of these forms.

Fees information will be taken from the travel claim forms. Fees are subject to tax and NI deductions, on which Members meet the liability.  

Fees and taxable travel are paid monthly through the BIS payroll. Closedown to process claims by AMEY for the month end payroll is around 15th of the month, which means claims need to be with Secretariats in good time. Non-taxable travel claims will be paid in around 7 days upon receipt of a completed claim form.

If you have any questions concerning this guidance, or specific issues arise, please contact your Secretariat in the first instance. 

DAILY FEES FOR REVIEW BODY MEMBERS

1.1 
Review Body Chairs/Members are entitled to a flat-rate daily fee when they attend meetings or visits away from their home on Review Body Business. There is a separate rate for Chairs and Members (these rates are given on the Travel & Subsistence claim forms from which the Secretariat will take information to submit your fees claim).

1.2
The attendance fee is “per diem” ie a daily rate. It cannot be abated to cover shorter periods of time. 

1.3
A daily attendance fee may be paid only when you travel away from home on Review Body business. No fee is payable for reading, preparation or travel time. The daily fee is intended to cover this. 

OFFICIAL UK TRAVEL 

2.1
The following guidance sets out the rules governing official travel in connection with your duties as a Review Body Chair/Member, within the United Kingdom. The necessary costs of travel on Review Body business are borne by BIS. Chairs/Members may be reimbursed only for those expenses which are actually and necessarily incurred in the course of the activities of the Review Body. Any variation to the arrangements set out should be agreed in advance with your Secretariat. 

Definitions 

2.2
'Official travel' means travel for the purposes of official business i.e. attending Review Body or related meetings in your capacity as a Review Body Chair or Member, or travel arising from the visits programme.

2.3
'Home' means the place where you normally live. 


Means of travel 

2.4
You must use the most efficient and economic means of travel, taking account not only of the cost of travel, but also subsistence and accommodation costs. The rules for reimbursement of travel costs are set out in the following paragraphs. 

Redfern Travel 

2.5
Redfern Travel is BIS’s preferred supplier of business travel services. Other suppliers should only be used in the following circumstances: 

· Where better value can be obtained. (In many instances, budget airline carriers offer tickets at very low rates. In these circumstances, travel can be arranged directly with the airline company); 

· Where, for reasons of urgency, travel and/or accommodation arrangements may need to be made at the last moment (though RF have the facility for tickets to be produced at very short notice and be ready for collection at the airport); 

· Where the travel arrangements are part of a group arrangement booked by a third party. 

2.6
Your secretariat will liaise with you over booking travel arrangements for your attendance at Kingsgate House and on visits.

2.7
If travel is booked through a supplier other than Redfern, the reason must be recorded on the T&S claim form. 

Taxis 

2.8
Use of taxis is only permitted in exceptional circumstances.
If you take a taxi on official business, you can claim back the fare, as long as: 

· it was the most suitable way to travel or there are no other reasonable public transport options.  

· you had heavy luggage 

· you can prove not only that you saved time but that is was important for you to do so. 

· it is the most cost effective way of undertaking the journey – for instance if you are sharing the taxi with colleagues. 

· you have a temporary or permanent disability and you have been advised that taking a taxi is a “reasonable adjustment” and this is supported by medical evidence 

· If you are occasionally required to work late at your permanent office and public transport has ceased or it would not be reasonable in the circumstances to expect you to use the available public transport when returning home.  The decision on whether the time you leave work is considered ‘late’ will be at the discretion of the authorising officer. 

2.9
All claims for taxi fares must state clearly the reason for the use of taxis and be supported by receipts. 

2.10
Where use of a taxi is required for health reasons, this should be agreed in advance with the Secretariat.


New BIS Travel and Expenses  

The information below provides an overview of the new guidance and rates for commonly claimed items. From 1st October the full guidance will be available on the new Travel and Expenses site on the BIS intranet.

Points to note:

Fundamentally, you should not be financially out of pocket as a result of having to undertake official business travel; however you should also not make a profit from travelling on behalf of the Department. 

In all cases, consideration should be given to the reasonableness of each claim. Where expenses have been incurred outside the guideline amounts or other policies, line managers/authorising officers can give approval for reimbursement as long as they consider that the expenditure was justified and was best value for money for the Department under the specific circumstances. 

UK Travel and Expenses (Meals and Incidental Expenses) 

Day Time Absence – Claims for Meals

You can claim if you're away from your normal work location and you have to pay for meals. The amount you can claim will vary according to the length of absence, the claim must be for additional costs only and you will need to present a receipt for each meal being claimed for. 

· If you are away from the office between 5 and 10 hours you are entitled to claim for one light meal and/or non alcoholic beverages (up to the guideline limit of £5). The actual expenses incurred will be paid and the claim must be supported by receipts. 

· If you are away from the office for over 10 hours you are entitled to two light meals and/or non alcoholic beverages (up to the guideline limit of £5 for each meal). The actual expenses incurred will be paid and the claim must be supported by a receipt. 

· If you are out of the office for more than 12 hours reasonable expenses incurred for additional refreshments will be paid but must be supported by a receipt. 

You should not make a claim for any meal that was provided for you while you were away from the office.

The Department will not pay for alcoholic drinks or tobacco.

Early morning start (EMS)

If you leave home at least 90 minutes earlier than normal on Departmental business, you are entitled to claim additional breakfast costs up to the guideline limit of £5.00 as long as:

· you are away from home for more than 10 hours 

· you did not have breakfast at home. 

You can also claim:

· the additional cost of one other light meal and/or non alcoholic beverages (up to the guideline limit of £5.00) the actual expenses incurred will be paid and the claim must be supported by a receipt. 

· for both meals the actual expenses incurred will be paid and the claim must be supported by receipts. 

Overnight Absence

If you are away overnight you can claim for the actual cost of bed and breakfast (if you have paid for this because the hotel does not provide the ‘bill back’ service). You can also claim for one light meal, one full evening meal plus an incidental allowance during a 24 hour period. 

Bed and breakfast 

Claims for the actual cost incurred must be submitted with:

· the Expotel booking confirmation 

· where individuals need to book accommodation directly rather than through the departmental framework contract the actual cost will be reimbursed up to the departmental limit of: London - £125 or Outside London - £85 

· the hotel bill/receipt 

One light meal and/or non alcoholic beverages (up to the guideline limit of £5) and one full evening meal (up to the guideline limit of £15) can be claimed in each 24 hour period. Only those actual expenses incurred will be paid and claims should be supported by receipts. Plus an Incidental Expenses Allowance of £5.

Incidental Expenses Allowance

You can claim a flat rate incidental expenses allowance of £5.00 for each night that you are away from your normal place of work. This covers the cost of all other minor expenses while you are away. If you incur an expense additional to this incidental allowance you may be able to claim if you can demonstrate that it was necessarily incurred as part of Departmental business. The claim must be supported by receipts and a full explanation of the reason for the expenditure. 

Staying with friends and relatives

If you make your own accommodation arrangements, you can claim the Friends and Family Overnight 24-hour rate of £25. Claims should be made on the Taxable expenses claim form, and will be paid (less Tax and NI) through salary.

Motor Mileage Rates

We pay the maximum rates under the HMRC Approved Mileage Allowance Payment (AMAP) scheme. The current rates are shown in the following table.

	Cars and vans 
	Rate 

	Standard rate for the first 10,000 miles in the tax year 
	40p per mile 

	Lower standard rate for each additional mile over 10,000 miles 
	25p per mile 

	Motor bikes 
	24p per mile 

	Bicycles 
	20p per mile 


Passenger supplement

If you use your own car for business travel and provide a lift for other Department staff who are also on official business, you can claim a 5p per mile supplement for each passenger.

Equipment supplement

If you carry business related equipment in your own car, you can claim 2p per mile.

Lease car mileage rates

If you are driving a lease car provided by the Department, you can claim the following rates per mile for business use (effective from 1/12/09):

	Engine size
	Petrol
	Diesel
	LPG

	1400cc or less
	11p 
	11p
	7p

	1401cc or more 
	14p 
	11p 
	8p
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