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Hospitality, Travel and Expenses Policy 
	Introduction
	City University London values its reputation for ethical behaviour and financial probity and reliability. Consequently it is important that we have policies to guide staff when receiving hospitality or incurring expenses whilst on University business and to alert them to relevant legislation
This document is in four sections:

1 General principles and guidelines.
2 The policy for hospitality or gift(s) funded by and or provided to City University London where the beneficiaries include staff.
3 The policy for travel on University business, including overnight accommodation.
4 The policy for reimbursement of expenses.


	General principles and guidelines



	Scope 
	These policies apply to Council members, staff, contractors, consultants, agents, overseas agents, external examiners and any non-employee service providers engaged on University business.



	Anti-corruption and bribery policy
	The University recognises that any involvement in bribery will reflect on its image and reputation and to limit exposure it introduced an Anti-corruption and bribery policy in 2011.

Anti-corruption and bribery policy.doc
City University London absolutely prohibits the offering, giving, soliciting or the accepting of any bribe in whatever form to or from any person or company, public or private by any council member, staff, contractors, consultants, agents, overseas agents, external examiners and any non-employee service providers engaged on University business for whatever reason.

The prevention, detection and reporting of bribery is the responsibility of all staff. To this end staff should be aware of the Public Interest Disclosure process at:

http://www.city.ac.uk/hr/policies/professional-conduct/public-interest.html


	Authorisation
	Any hospitality must be authorised by the budget holder or if the budget holder is taking part, the budget holder’s line manager. 

For any event that is to take place where the guidance/rules set out in this document are to be exceeded, prior approval must be given by the Vice-Chancellor, Pro/Deputy Vice-Chancellor or the Chief Finance Officer (in the case of Pro/Deputy Vice-Chancellor or the Chief Finance Officer, the Vice-Chancellor must approve such and in the case of the Vice-Chancellor, the Chair of University Council) before any persons are invited or any commitment made to any service providers.


	Value for money
	Employees are expected to behave responsibly when spending the University’s money and to avoid unnecessary extravagance. 
A value for money judgment should be made prior to booking (e.g. cheap flights to airports distant from the destination which require considerable onward travel or overnight stays might not offer value for money).
 

	Committing expenditure
	Any expenditure on travel, hospitality or gifts must follow the University’s purchasing procedures: https://intranet.city.ac.uk/staff/finance/finance/financial-information/purchasing-services/Purchase-to-Pay%20Process.html
Purchases/bookings must be justified, authorised and receipted. They should preferably be made using an SAP purchase order or a Onecard. Where this is not possible personal credit/debit cards or cash may be used and receipts claimed via the expenses process. 


	Safety
	Any hospitality given or accepted must comply with University safety standards. Risk assessments of activities should be ratified with the University Safety Officer.

Staff intending any travel, especially outside the UK, should undertake a risk assessment. Where the Foreign and Commonwealth Office advise against travel the risk assessment should be discussed with the line manager and the University Health & Safety Manager in Occupational Health (0207 040 8009).


	Compliance
	Senior officers, Deans and Professional Service directors should take steps to monitor compliance with the policy in their areas. Internal Audit will periodically audit compliance.


	Taxable benefits
	Expenses must be shown to have been incurred ‘wholly, exclusively and necessarily on University business’ for them not to be treated as a taxable benefit by HMRC. Hence it is important to provide sufficient supporting documentation for expense claims, including receipts. Failure to justify claims could result in the expenditure being disclosed as a taxable expense, with the employee liable for any resulting tax charge. 
Items claimed as expenses that could be regarded as taxable benefits have to be disclosed on an annual return for each employee (form P11D), or in some cases are taxed via PAYE. More guidance can be found on the Expenses webpage https://intranet.city.ac.uk/staff/finance/finance/financial-information/staff-expenses.html#
For certain taxable expenses the University has decided that it will bear the tax itself. This is done through a PAYE Settlement Agreement (PSA). In these cases the cost will be charged to the same cost centre as the main expense. This is in the region of 90% of the original cost. The most common items that this applies to are:
· all staff hospitality
· gifts purchased for staff 
· formal dress hire when required for fundraising events. 
The policy rules and the taxable benefits also apply to similar expenditure paid for using a Onecard.


	Applicable legislation and regulations
	· Prevention of Corruption Acts 1906 and 1916
· Bribery Act 2010 (OECD Anti-Bribery Convention)
· Nolan Committee Report – Standards in Public Life
· HMRC Tax Liability 
· Corporate Manslaughter and Corporate Homicide Act 2007
· Health & Safety at Work Act 1974


	Hospitality policy



	Overview
	The purpose of the policy is to provide information on the duties of the individuals concerned; when hospitality or gifts are appropriate; what type of hospitality or gift is acceptable by occasion type; and the funding limits for each hospitality or gift type. 

There should be a clear business justification for any hospitality or gift which is funded by the University or accepted by staff, which must meet the test of reasonableness, where reasonableness is defined as being appropriate for a recognisable business purpose.
The hospitality should not contravene any other policy in place in the University. Hospitality or gift organisers should be particularly aware of the University’s Health and Safety obligations.



	Unacceptable hospitality and gifts

	Council members, staff, contractors, consultants, agents, overseas agents, contractors, external examiners and any non-employee service providers engaged by the University may not accept hospitality or gifts, irrespective of value, which might influence or be seen to influence the outcome of an exam, an award of business (contract) or the use of the University’s Intellectual Property or other assets, or to benefit personally or for the benefit of anyone/body connected to that person. Acceptable hospitality/gifts may become unacceptable due to timing, such as during a tendering exercise or to an academic prior to marking papers etc.

Cash, gift certificates, weekend trips, holidays or any other high value hospitality or gifts may not be accepted under any circumstances. Any such offers made should be brought to the attention of the Director of Internal Audit as soon as practicable.  



	Hospitality and gifts acceptance
	Hospitality and gifts should be logged in a hospitality register. Each School and Professional Service should hold such a log.

Any gift retained by a member of staff with the exception of low value items (<£25), will be deemed to be of the same status as a bribe retained.

Occasional business lunches or hospitality and invitations to outside events may be accepted when appropriate but should be logged in the appropriate Hospitality register.

Offers of extended hospitality (e.g. hospitality at a sports event) from a vendor or potential vendor should be referred to the Director of Internal Audit before it is accepted.


The hospitality registers should be reviewed every three to six months by the Senior Manager of each of these areas and evidenced as such – this will also be reviewed from time to time by Internal Audit and should be available without notice being required.  Any hospitality received by the Senior Manager should be recorded in his or her own hospitality register and reviewed by the Vice-Chancellor or their designate annually.



	Gifts
	If gifts are purchased for visitors or other members of staff, details of the recipient and reason for the gift should be provided. Gifts for staff will be treated as a taxable benefit. 

A maximum of £200 is allowed for retirement gifts.



	Staff meals and refreshments
	When staff meet together to discuss business either internally or externally meals or drinks may not be claimed as expenses.


	Internal hospitality for meetings
	Internal hospitality such as lunch or refreshments etc. should not be arranged for meetings of less than two hours. When arranged it should be used sparingly and approved by the budget holder.


	Venues for hospitality
	The University Marketplace (https://uss.city.ac.uk/cms/purchasing_services/staff/marketplace.html) has a list of vendors which may be used for hospitality in the vicinity of the University (on production of an ID Card).


	Cancellations
	Cancellations should be made without delay and any credits or refunds must be returned to the University. 



	Allowable hospitality expenses



	Staff hospitality and taxable benefits
	The cost of entertaining customers, suppliers or business contacts is deemed to be a normal business expense. Where there is a ratio of greater than 2:1 staff to external contacts, the cost of the meals of additional members of staff is treated as a taxable benefit. For example if there were three staff to one external visitor, the University settles the liability on one of the meals i.e., 25 per cent of the bill. 
This cost is recharged back to the cost centre from which the hospitality was paid. This means that such expenditure can cost significantly more than the billed cost of the hospitality. 

The majority of staff-only functions will attract the taxable benefit charge except for Christmas meals, where it is assumed that the University offers a Christmas meal to all members of staff.
The policy rules and the taxable benefits also apply to similar expenditure paid for using a Onecard.


	Staff only functions
	Staff-only hospitality can be claimed as follows, with maximum amounts allowed indicated in each case:
· £40 per head for Christmas celebrations. Occasions are limited to attendance at one annually.

· £40 per head for learning events to aid the forming of a new team/department or to boost morale. Maximum of £500 allowed for whole event. 

· £40 per head for team recognition events, where significantly higher levels of contribution than normal have been given by a group/team. Maximum of £500 allowed for whole event. 

· Maximum of £200 for leaving parties for staff who have worked for City for more than three years.

· Maximum of £200 for retirement parties for staff who have worked for City for between three and ten years.
· Maximum of £500 for retirement parties for staff who have worked for City for more than ten years.


	Business entertaining
	This applies to claims for meals and drinks incurred when:

· Entertaining external parties for sales/marketing/development purposes. 
· Entertaining visiting academics (Note that Visiting Lecturers who are already teaching at the University are regarded as employees).
Claims for entertaining should be supported with records of amounts spent, the nature of the entertainment, the persons entertained and the reasons for the entertainment. The ratio of staff to external visitor(s) should not exceed 2:1 where possible to minimise the tax liability. 

The threshold for the claim will be set at £50 per head (inc. VAT). Amounts exceeding that will require supporting justification.



	Student/Alumni events
	Claims for entertaining groups of students or alumni should be supported with records of amounts spent, the reasons for the entertainment, and the number of students/alumni present. 

The ratio of staff to students/alumni should not exceed 2:1. If it does, the cost will be treated as a taxable benefit. 


	Travel Policy



	Overview
	The policy covers all travel on University business including overnight accommodation. The purpose is to achieve travellers' service requirements in the most safe, convenient, cost-effective and environmentally friendly manner. 
The policy applies to all staff spending University funds on travel and associated expenses regardless of the origin of the funding. This includes funds awarded in the form of research grants (Note that if travel is being funded by an external source, any travel rules which are applied by that source must also be followed). 
Travel and/or accommodation costs borne by other external parties where the source is not a research contract or similar should be recorded in the Gifts/Hospitality Register. 


	Passports
	When necessary, please ensure passports and Visas (single or multiple entry) satisfy the travel requirements of the UK Immigration Service and the Immigration Services of the destination countries.


	Authorisation
	A Travel Authorisation Form must be completed and authorised by the appropriate budget holder for any trip costing greater than £500.


	Allowable travel and subsistence expenses



	Air Travel
	· First class travel is not allowed. 

· Economy class should be booked for all flights under six hours duration.

· Premium economy must not be booked for flights lasting less than 6 hours 

· Where a long international flight is overnight and followed by a meeting/presentation, business class may be booked but this should be pre-approved by the Dean/Professional Service Director. Letter/Email approval to be attached to EOD claim.
· In the case of travel funded by research grants, prior confirmation of eligibility of business class travel should be sought from the Research Office.

	Use of own vehicle and
claiming mileage
	· Public transport should be used wherever possible.
· Private car usage must be preauthorised, the car must be road worthy, reliable, presentable and insured for “business use”.
· £0.45 per mile up to 10,000 miles, thereafter £0.25 per mile (due to HMRC regulations).
· The London Congestion Charge (or similar) is not claimable unless it is absolutely essential to bring a car into the charging zone.


	Hire Cars
	· Hire cars should normally be used unless it is considerably cheaper to use a private vehicle. 
· The University has a preferred vendor list for hire cars available from the University Marketplace but local hire is allowed where it is cheaper than the University preferred vendor.


	Public Transport
	· Staff should travel standard class. 
· Bus fares require the ticket or Oyster Card statement as receipt.


	Taxis
	· Taxis should only be used where there is genuinely no public transport alternative or staff are required to travel late at night/early in the morning. 
· Claims should not normally be for more than £20.
· Taxi fares must be receipted. 
· Taxis may only be used between University buildings by exception and the claim in these cases shall be limited to £10.


	Home to work
	· Home to work/work to home is not expensable in the normal course of business. On rare occasions it may be claimed where a member of staff has temporary mobility problems. This should be approved in advance.


	Hotels
	· Where possible Marketplace vendors should be chosen.
· Hotels should be UK three star or equivalent.
Exceptions to the above rule:
· Where safety may be an issue then a higher grade hotel may be chosen. 
· When attending a conference which nominates a higher standard.


	Subsistence
	Meals can be claimed while away on University business up to the following maximum limits. Values include VAT and any local taxes:

· Breakfast: £10.00 when consumed during business travel or a home departure prior to 06:00
· Lunch: £15.00 
· Evening Meal: £27.50 can be claimed for overnight stays or home returns after 20:00 following a business trip.
Dry cleaning and/or laundry may be claimed if trip exceeds four days or when the trip duration has been extended.
The following may not be included in subsistence claims:
· Personal phone calls
· Entertainment unless approved in advance
· Meals consumed by a family member or friend.


	Other Travel related costs
	Internet connection costs and visas are allowable expenses.


	Incidentals
	Nightly Incidental expenses can be claimed as follows:
· £5.00 in UK
· £10.00 outside the UK
This is a fixed rate to cover personal phone calls, coffee in transit, newspapers. No receipt is required, unless the expenditure is charged to a research grant.


	Expenses Policy



	Overview
	Claims will be met where the expenses are shown to have been properly and necessarily incurred on behalf of the University. Before incurring any expense, staff should obtain approval for the expenditure from the relevant budget holder. Staff are encouraged to use the normal ordering procedures or Onecards to avoid expense claims wherever possible. 


	Claiming and approving expenses
	All claims will be reviewed by an approver, who will mostly be the budget holder or their line manager. The approver is responsible for confirming that the claim is appropriate against the SAP cost centre or internal order code being used. When approved the claim will be passed on to the Finance office to be checked against the receipts.
For further guidance on submitting a claim please see https://intranet.city.ac.uk/staff/finance/finance/financial-information/staff-expenses.html#


	Reimbursement of expenses
	Claims must be submitted promptly, preferably on a monthly basis and certainly within three months of the expenditure being incurred. If the expenditure is being charged to a Research Grant or Contract, all expense claims from members of staff must be submitted in time to be included on the final invoice to the sponsor.
Receipts will be matched to claims by Finance before claims are paid. Reimbursements will be made via a BACS on a weekly basis. 



	Payment of advances
	Advance payments for travel and subsistence can be made where the anticipated expenditure is expected to exceed £200. 
Within two weeks of returning, a final expense claim must be submitted showing the actual expenses incurred (with receipts or other supporting documentation). If a claim has not been submitted two months after returning, the advance issued may be deducted from salary. 
An advance will not be made if the claim or receipts for a previous advance are still outstanding. 


	Petty Cash
	Where the expense is incurred by manual, technical or clerical staff and is for less than £30.00 for miscellaneous office expenditure or travel, the claim can be paid by the Cashiers Office. A standard Petty Cash Claim Form should be used instead of the expenses form. This option is not allowable for expenditure on research grants.


	Allowable expenses (not covered in Sections 2 and 3)


	Conference costs
	Claims should be supported by a description of conference, location and breakdown of the cost.


	Training courses
	Training should be booked by the purchasing process. However, if some form of training is purchased by the individual, the description and purpose of the training should be provided, with an explanation of why it was not purchased by the University.


	Phone costs
	Essential business phone calls or connections to the University network may be claimed through the expenses process. Claims have to be supported by an itemised bill that shows which are the business calls. The cost of mobile phone top-up payments/vouchers can also be claimed if purchased for business use.



	Relocation expenses
	1. Expenses relating to relocation can be reimbursed by expense claim. Full details of what is allowed is available from the HR webpage https://intranet.city.ac.uk/staff/hr/policies/recruitment/relocation.html
2. 

	Subscriptions
	Corporate subscriptions should be paid for by the purchasing process. However, it may be appropriate for a person to take out a subscription to a journal or publication in their own name for valid business reasons. Claims should be supported by details of the organisation.


	Journal submissions
	Individuals may have to make a payment on submission of a paper to a journal. Claims should be supported by the name of publication.


	Books
	Academic colleagues can make purchases of books up to a value of £100, to take advantage of offers at conferences and similar. Claims should be supported by titles of books.


	Office related costs
	Office items and IT equipment must be obtained via the purchasing route. This expense option is available for low value items purchased while travelling, e.g. postage, print facilities or items that have to be purchased by the individual such as apps for iPads. A description of the item is required.


	Formal Dress Hire
	Formal dress hire for fundraising events is allowable as an expense but will be treated as a taxable benefit.


	Season Ticket Loans
	Claims for season tickets will be paid as an advance. The receipt for the season ticket has to be submitted within a month of purchase. The salary deduction will commence automatically the month following the advance payment. Deductions will be made over 12 months.
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