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1. Purpose

The purpose of this policy is to set out the procedures that must be followed when making
business travel arrangements and claiming for expenses that have been incurred as part of
the performance of duties for the University of Lincoln. The principle of the policy is to
ensure that individuals are not financially disadvantaged as a result of incurring expenses for
business purposes. These include business mileage, subsistence and out of pocket
expenses. Employees are reminded that the policy does not cover the reimbursement of
items or equipment that should be purchased in line with University Procurement regulations.
Such items of procurement that do not demonstrate best practise in terms of value for money
will be returned unpaid.

The key objectives of this policy are:

e To set out the University’s policy relating to business travel and expenses and clearly
state the types of expenditure that can and cannot be reimbursed

e To ensure reasonable standards of service, comfort, convenience, and safety for
those who need to travel on University business whilst achieving best value for money
and using the preferred University travel supplier

e To set out the treatment of payments made in accordance with the University policy.
Any claims made outside of the policy should be referred to the Payroll department for
further advice

e To define the process for claiming necessary expenses

e To promote that the University will operate in a way that demonstrates our concern for
the environment. Therefore, this policy encourages the use of sustainable transport
methods such as cycling, walking and the use of public transport.

Provided that the procedures set out within this policy are followed, no additional tax or
National Insurance Contribution liability will arise, and staff need not report details of
expenses reimbursed within their tax returns. All payments of expenses are subject to
HMRC rules.

When the policy states that receipts are required these should be valid VAT receipts and not
credit card transaction copies. Failure to produce valid VAT receipts may result in the non-
reimbursement of expenses.

2. Scope
This policy applies to:

e Employees of the University

e Students of the University who are required to travel for learning and research
purposes

e Other representatives of the University (e.g. visitors and honorary fellows) where the
travel is directly related to academic (learning and / or research) purposes organised
or authorised by the University
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e Individuals engaged on a casual or claim worker agreement where expenses are
required and pre-approved, including External Examiners and Guest Speakers.

e Where the costs relate to an Externally funded research grants, the grant guidance is
to be reviewed prior to any expenditure being undertaken and in such cases, may
take precedence over the University's travel and expenses policy. The Payroll team
and your College Finance Officer must be informed of the funders’ guidance to ensure
claims are processed correctly.

The policy does not apply to:

e Individuals that are self-employed, or work as contractors or consultants for the
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e Prior approval for the expenses were sought where appropriate, ensuring that the
most cost efficient method was used

e Where possible, travel and accommodation has been pre booked using the University
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7. Making Business Travel Arrangements
Travel Notification Form

The University has a duty of care for its staff and students under the Health and Safety at
Work Regulations, which extends to travelling in connection with the business of the
University of Lincoln.

It is mandatory that all travellers must complete the Travel Notification form for any overseas
travel at least two weeks prior to travel. This is to ensure that there is budget available and
to inform the Insurance team in Finance of the destination you are traveling to, should you
need any additional insurance cover, assistance or guidance.

The Travel Notification form is located on the front of the portal page, or can be found on the
Department of PPC portal page under the Expenses section.

Travellers must also comply with any local arrangements issued by their own department
regarding pre-trip approval. The departmental budget holder may reserve the right to refuse
reimbursement of travel and subsistence claims if travellers have not sought the budget
holder’s permission to incur those expenses.

Advances for out of pocket expenses can be requested prior to travel. Refer to section 20
(Advances).

Travel Insurance and Risk Management

The University has a Duty of Care to its travellers under the Health and Safety at Work Act
and must
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When assessing the risks, travellers are advised to consult the Foreign and Commonwealth
Office (FCO) website, which gives specific travel advice on all countries of the world,
including advice on crime, health, terrorism and natural disasters. The FCO is also a useful

source of information and advice on practical tips on staying safe, secure and healthy and
avoiding problem situations.

Staff and students may also find it useful to check the Global Security Centre (Country Risk
Forecast and Travel Security Online) web site which provides comprehensive information on
worldwide travel. As the web site provides a specific risk rating for each country it can
provide useful information to assist in carrying out a risk assessment.
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e Value for money

e Management Information and Reporting - including the ability to report on the total
travel data for carbon reporting to support the environmental projects and
sustainability.

Travel Supplier Data Protection Notice

The University will share your personal and special category data with its approved travel
supplier (supplier details can be found on the Finance portal page under Procurement), who
is contracted to work on the University’s behalf. Such data will be shared in the following
instances:

e You enter such data into your traveller profile within the travel booking system, or
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e Travelling to and from any other location in connection with University business. For
example to attend a conference, meetings and training events, away days etc.

e Driving a vehicle hired by the University

To register, please complete the required forms on the Health and Safety portal page.

UK Business Trips Using your own vehicle for Business journeys

Drivers using their own private vehicle on University of Lincoln business must ensure they
have “business use” on their own personal motor insurance policy, as they are not covered
under the Unive

10
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e Flight prices and exchange rates are not static, therefore comparative quotations
should be obtained on the same day to ensure you are comparing fairly

e The basis of the comparison should be the whole cost. Ensure the cost includes seat
reservation charges, luggage charges and credit card fees

e Cheaper hotel rates on the internet often don't include free Wi-Fi, breakfast or, are not
cancellable

e Booking via the internet is a higher risk than using the approved supplier and should
your plans change, you may not receive a refund

Where the traveller is able to demonstrate that an alternative supplier is offering better value,
the order may be placed with that supplier.

12
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Combined business and personal trips

Combined business and personal travel is acceptable where the traveller meets all of the
costs relating to the ‘personal’ element of the trip and this is agreed prior to arranging with
your Approving Manager. Business trips must not be planned solely for the purpose of
facilitating personal travel.
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Members of the Board of Governors and of the Senior
Management Team travelling for more than four hours by Air may
travel first class.

Baggage charges

The correct number of bags / cases should be added during the
flight booking process. If you are required to transport University
equipment etc., please consider shipping in advance wherever
practical and time permits.

If you unexpectedly have to take extra luggage, e.g. research
equipment, submit an expense claim for actual expense incurred
along with itemised receipt.

Excess baggage
charges at check-in

Claims will not be reimbursed. Please weigh your luggage prior
to check-in to ensure you are within the airline's weight allowance.

Seat reservation
fees

Claims will not be reimbursed. Seat reservations should be made
during the flight booking process.

Airport lounges

The University recognises that there may be occasions where
due to travel connections claimants may be between flights for a
number of hours and may wish to utilise this time effectively for
business purposes. Where the waiting time at the airport
between connecting flights is more than 2 hours, the cost of
accessing an airport lounge will be reimbursed where used for
business purposes.

Air miles

When using the approved travel provider, air miles can be
collected on behalf of the University and also the individual.

Rail Travel

Expense Item

Rail travel (UK)

University Policy
Use the approved supplier to book UK rail travel.

Standard class must be used for all journeys.
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Eurostar travel

Eurostar travel should be considered for any journeys to northern
Europe such as Paris, Lille and Brussels due to the significantly
lower environmental impact when compared with flying. This
should be assessed with cost differential and additional benefits
(i.e. travel time and ability to use time productively). Using the
Eurostar does cut down on carbon emissions. Travel should be
booked using the approved travel supplier.

Wi-Fi use on train

Where the train operator charges for the use of Wi-Fi, this will be
reimbursed where it is used for University business purposes.
Claimed via expenses system.

Car Hire / Taxis

Expense Item

University Policy

Car / minibus hire
(UK)

Car hire (Overseas)

Please use one of the approved suppliers to book a vehicle. The
standard class of hire vehicle is a 1.6 litre mid-size vehicle. Full-
size vehicles or MPVs should only be hired to accommodate four
or more people plus large equipment, etc.

The hire of sports, convertibles and luxury / executive cars is
prohibited.

Please ensure that you refuel the vehicle to the original level or
the University will incur a refuelling fee. See 'Fuel only' below.
Wherever practicable, book the vehicle prior to the business trip,
using one of the approved suppliers.

If car hire is required whilst overseas, please pay for this locally
using a University expense card (if held). Otherwise, please
submit a claim through expense system for actual expense
incurred.

The standard class of hire vehicle is a mid-
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Refunds for unused tickets
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Travel between the permanent workplace and a temporary workplace or travel between
home and a temporary workplace or travel between two temporary workplaces is considered
business journeys.

Commuting

A journey undertaken by the employee, usually from home to the normal or permanent place
of work. The normal place of work is usually defined in the employees’ contract of
employment, or where an additional campus location is available for use, through internal
communications.

Business mileage cannot be claimed for commuting from your home to your normal place of
work. This is a restriction placed on all employers by HM Revenue and Customs.

Should a journey start from your home destination, to a temporary workplace, your normal
home to work mileage will be deducted from the reimbursable total.

e Generally employees are entitled to the full cost of travel provided it is not ordinary
commuting or private travel

e A business journey is one that involves travel from the employee’s normal place of
work or from their home address to work at another location

e Normal place of work is detailed in the employee’s contract of employment

e The home address must be updated under “My Details” in the expenses system and is
the responsibility of the individual to check and update where required. This would be
the individual’'s normal weekday residence

Journeys not significantly different to normal commuting journeys

Mileage is not normally paid if the journey to and from the temporary place of work is less
than 10 miles, each way, more than the normal commuting journey.

This rule is intended to be common sense and applies where the journey to or from a
temporary work place is broadly the same as the employee's ordinary commuting journey.

Example:

Alan lives in Hull, but works in Lincoln. His ordinary commuting is 47 miles each way, 94 a
day. He attends a training course in Leeds and goes directly from home. His total mileage is
118. As the difference between 118 and 94 is more than 10 miles each way, to his normal
commuting, he can claim business mileage.

Had Alan travelled only 80 miles from the course in Leeds to home, then the difference
between this and his normal commuting of 94, is not more than 10 miles or more each way.
Therefore he is unable to claim business mileage.

Travelling to a temporary workplace

When employees with a permanent workplace are required to travel to a temporary
workplace (for example, to attend a training course), this is business mileage. Employees
may claim the full cost they incur in travelling in the performance of their duties or travelling

18
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to and from a place they have to attend in the performance of their duties — as long as the
journey is not ordinary commuting or private travel. This rule applies if the 10 miles rule
above does not apply.

Example:

Belinda has a permanent work-place in Doncaster, she has to spend several days each
month visiting placements all over the country, often travelling directly to and from her home.
Belinda can claim for the full cost of her travel to her placements, providing the journey is at
least 10 miles more each way than her journey to Doncaster. Belinda cannot claim for her
travel to her permanent workplace in Doncaster because this is ordinary commuting.

Employee on stand-by

Where an employee is on stand-by and can be called out at short notice, they are not entitled
to claim for a journey which is ordinary commuting.

Example:

19
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If the secondment is for the whole or the majority of the period of the employment, the
expenses will also be liable to tax and national insurance, for example, if an employee
resigns part way through the secondment.

Inter site travel

Business mileage can be claimed if an employee is required to travel between University
sites in order to carry out the duties of their employment.

Expense Item

University Policy

Business
mileage (car /
cycle /
motorcycle)

Allowance: Car: 45p / mile

Cycle: 20p / mile

Motorcycle: 24p / mile

Electric / Hybrid in line with HMRC approved Mileage rates

For business journeys by car that exceed 100 miles (round trip,
returning same day), a hire car should be used. For any reason
where this is not a suitable arrangement, please confirm this with your
Line Manager prior to travel.

For round trips under 100 miles, your own vehicle should be used.
For travel starting at home, your normal home to work mileage will be
deducted from your overall journey. Your “normal place of work” is
determined in your employment contract.

The driver's insurance policy must cover business use in order
for a private vehicle to be used. In addition the driver must
complete the authorised driver forms.

The expense system will use postcode to postcode mileage. If you
have had to make a detour due to an accident, or roadworks, you can
amend the mileage in the system which will prompt a reason for
change box to confirm the details.

Business
mileage for
company car

For business mileage where a salary sacrifice vehicle is used, the re
imbursement will be in line with the HMRC guidance, which is
updated periodically. The expense system will reflect the change in
rates.

Passenger
mileage
allowance

Allowance: 5p / mile per passenger. When transporting colleagues to
a business event in a private car, the vehicle owner may claim a
passenger allowance provided they are taking at least one passenger
in their vehicle.

Reimbursed via expense system.

Travel and Expenses Policy
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14. Accommodation

Expense Item University Policy

UK Please use the approved supplier to book UK accommodation or book
Accommodation on the internet using a University purchase card if approved by
(hotels, B&Bs, Budget holder. Overnight accommodation would not be expected for
meetings attended during normal business hours at an employee’s

guesthouses)
normal place of work.
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Where these limits are exceeded then authorisation for budget holder
is required.

Members of
SLT

Central London (per night excluding VAT)
Members of SLT up to £245

Rest of the UK
Room only £150
Bed & Breakfast £175

Above rules apply.

Staying with
friends / family

Airbnb

The notional HMRC amount has been removed and you are unable to
claim anything for staying with family and friends.

Check with the Health and Safety Department to assess whether a
Risk assessment should be completed. Booking accommodation with
Airbnb does not provide the traveller with the cancellation cover that
the approved travel provider provides. It may have less security than
a hotel may offer and should plans change, the traveller may lose the
booking. Please ensure you check prior to booking that the
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Expense Item

University Policy

Breakfast / Lunch /
Dinner

The cost of drinks and meals may be claimed if a business trip
takes you away from your normal place of work for a period of
time. Please submit a claim for actual expenses incurred which
should be within the maximum limits below:

Up to 4 hours away from normal place of work — Max £10
4 - 10 hours away from normal place of work - Max £25
10 - 24 hours away from normal place of work - Max £35

If your claim exceeds the above limits, the University will pay the
maximum limit only. A supporting receipt must be submitted to
show that the amount has been spent in full.

All subsistence claims must be supported with a fully itemised
receipt and not a VISA receipt. Your claim will be rejected and
may not be paid if a VISA card receipt is submitted as evidence.

Alcoholic drinks

Claims will not be reimbursed for alcohol as part of subsistence.
Please remove this from the total on the receipt before submitting
on the expenses system.

Other drinks / Claims will not be reimbursed unless they form part of the above
snacks whilst limits.
travelling

Service charges /
tips

Where a gratuity / service charge is included in the bill then it will
be reimbursed.

Other tips are at the discretion of the diner and claims will not be
reimbursed.

Travel and Expenses Policy

25



Generally where employees entertain third parties (e.g. customers or suppliers) the total cost
of the entertainment must be identified and coded as business entertaining.

The following information must be completed when claiming through the expenses system
under Business Entertaining — External.

e The name(s) of the attendees (including employees present). There is an expectation
that there should be a similar number of attendees from both the University of Lincoln
and the external party

e The organisation which they represent
e The purpose of the entertaining

It would be expected that the number of University staff should not exceed the number of
external members during business entertaining and costs should be kept reasonable.

The average cost per meal excluding any beverages should not exceed £40 per head. Costs
for alcoholic beverages should be kept to a reasonable level, as a rule, half a bottle of wine
(or equivalent) per person, with a meal would be considered reasonable. Excessive costs
relating to alcohol will not be reimbursed and the individual submitting the claim may have to
bear the additional cost.

Service charges and tips up to a maximum of 15% are allowable, highlighted on the full
itemised receipt. VISA / credit card receipts are not permitted as evidence for the
expenditure. The receipt should be a full itemised receipt with the details of the individuals
who attended should be recorded on the expense system.

The cost should be picked up by any member of staff with a University expense card, or paid
for and reclaimed via the expense system. If a cash advance is required, please contact the
Payroll Team prior to the event taking place with approval from the budget holder. Where
possible please provide at least three working days for a cash advance to be processed.

No tax or national insurance liability will arise for the employee and the University in respect
of entertaining expenses by adherence to these rules.

Staff entertaining

Where expenses are incurred, which can only be described as staff entertaining due to the

26
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Where staff entertaining is claimed on an expense claim form it must be clearly identifiable
as such and describe:

e The reason for entertaining

e The nature of the entertaining; and

e The names of the employees involved

If authorised, the amount of such reimbursements will be tracked by the Payroll Department
for each tax year, to enable the University to comply with its tax treatment and reporting
obligations. The tax charge arising from staff entertaining will be charged back to
Departmental project codes.

The name of each guest must be declared on the claim form to satisfy HMRC rules.

Meeting refreshments

Use of the internal catering facilities is the preferred option for external meeting
refreshments. For incidental purchases such as biscuits for meetings, these can be
purchased within the department or from the approved supplier.

18. Technology and Assets

Expense Item University Policy
Telephone calls - | Where University of Lincoln business calls are made from a home
business or private mobile telephone an individual may claim for business

call costs only. In such cases an itemised telephone bill should
be attached to the claim form with the costs being claimed
highlighted.

No rental charges will be paid irrespective of whether these
include a certain amount of free call time. Please submit a
claim for actual expense incurred. If you require a work mobile
phone for the duration of your trip please contact ICT who will
be able to provide you with a device.

In the rare circumstance of a dedicated business line being
installed at a home residence, installation should be arranged
through the University and all bills addressed to the University.
Telephone calls — | Certain employees, on the Senior Management Team may be
business - SLT entitled to reclaim 100% of the telephone bill if a second
dedicated business line is installed. This expenditure must be
authorised by the Vice Chancellor or Board of Governors for the
Vice Chancellor. In all cases the dedicated line must be in the
name of the University of Lincoln.

Phone line rentals | Claims will not be reimbursed.

27
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Internet usage at
home or home
broadband

Can only be claimed where the bill separately identifies the
amount of University business use.

Wi-Fi connections
in internet cafes
and similar

Pay as you go
handsets

Can only be claimed where the bill separately identifies the
amount of University business use.

Claims will not be reimbursed.

Travel and Expenses Policy
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provided the body’s activities are relevant to the duties of the
employment.

A list of approved bodies is available on the internet at:
Approved professional organisations and learned societies (list 3) - GOV.UK

(www.gov.uk)

Couriers

Please use the approved supplier.

Childcare
Clothing Hire for
Award Ceremonies

Claims will not be reimbursed.
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20. Allowance for Participation in Research Experiments

Where individuals participate in research experiments / research studies, there is a separate
policy supporting these activities, available on the HR portal page.

Student Prizes

Where a gift voucher or non-cash equivalent is provided to students as a prize for
competitions, this should be kept to under £30 and should not be able to be transferred as
cash. Where vouchers are purchased (including through the departmental purchase card)
please provide a list of the names and values to the Payroll department along with the project
code. If these are deemed not to be “trivial” in the eyes of HMRC, then it may need to be
picked up on the PAYE Settlement agreement, where the local budget will incur a further
cost.

Student Activities — Welcome week

In this event, where food has been provided as part of welcome week, and paid for either on
an expense card or to be reclaimed for, the claimant must keep a record of those who were
invited to the event, should this be required for audit purposes.

21. A
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Accounting for Advances

When a person requests an advance it is charged to the payroll expense advance account.
This means that until a claim is submitted, the departmental project code will not be changed
with the costs. At the financial year end, all claims must be submitted on the expense
system for any associated costs to be accrued for in the financial accounts.

Loans to Staff

32
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The provision of hospitality to third parties as part of official University business must be
agreed in advance by the approving officer. All receipts must be retained and submitted to
the Payroll department following completion of the expense claim form.

The provision of hospitality does not extend to the purchase of tickets for theatres, concerts,
sporting events, etc

The University Bribery policy provides clear guidance on accepting gifts and hospitality can
be found on the link under useful information at the bottom of the policy.

Corporate gifts

University of Lincoln promotional merchandise items are ordinarily the only gifts that should
be made available to contacts in the course of business.

Gifts for staff

The University will not pay for leaving presents and a department will ordinarily arrange a
collection for an employee who is leaving.

33
Travel and Expenses Policy



as a reward for business contacts or as part of a reciprocal arrangement. In addition, if more
employees are in attendance than customers or suppliers HMRC may take the view that the
entertainment is not genuine business entertaining. HMRC state that business entertaining
includes hospitality of any kind and also expenditure on gifts.

Gifts to Staff

Small gifts to staff members are not deemed appropriate. Examples include; retirement gifts,
leaving, birthdays, weddings etc. If the department wishes to contribute, a card and
collection should be arranged locally.

[liIness and Bereavement Gifts

It is recognised that in circumstances of long term iliness and bereavement it may be
appropriate for the University to enable Managers to send flowers or make a donation paid
for by the organisation.

Retirement Celebrations
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Food and drink, which is
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Printouts of online bookings with full details and costs of items purchased can be submitted.
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31. External Examiners

Where External Examiners are paid mileage or travel costs to attend the University then the
expenses that are paid for traveling to the University may be taxable if classed as home to
work expenses. This is a specific rule on HMRC that applies.

The policy for mileage also applies to External Examiners, should they wish to use their own
vehicle, claims will only be reimbursed for up to 150 miles or the equivalent of rail travel,
whichever is the cheapest.

Should public transport require arranging on behalf of the External Examiner, this should be
arranged through your Finance Officer or using the approved travel supplier. This ensures
the correct policy is followed and best value for money.

32. Relocation

The University offers relocation support for individuals eligible which is set out in the contract
of employment. Upon receipt of a signed relocation letter, an expense account will be set up
for you (if you do not already have one) to enable you to claim for your relocation expenses.
The Relocation Policy details out the specifics of what can be claimed. The allowance
should be utilised within the current tax year plus one full tax year. For example if you start
in November, you will have until the end of that tax year (ending 5th April) plus the following
full year.

There are a number of claimable items set in the expenses system. For example:

e Relocation Legal / Agency Fees

38
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33. Frequently Asked Questions
Q:
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A credit card statement or a credit card receipt is NOT acceptable as a valid VAT receipt.
Q: Are expenses taxable?

A: No, provided they fall within the guidance issued by HMRC, and full itemised receipts are
submitted.

Q: What are the exceptional circumstances under which | can buy rail tickets from an
alternative supplier?

A: This will only be permitted in the following circumstances:

e A cheaper fare is available, e.g. some advance fares via East Coast's website are
occasionally cheaper. Please use a purchase card rather than reclaiming via
expenses

e The train has been cancelled / significantly delayed and | need to buy another ticket at
the station

e The Campus Ticket Machines are broken and | can't retrieve my booked tickets

Where cheaper alternatives are found, please notify the Procurement team so they can
review this with the current travel management company.

Q: Can I travel first class on the train?

A: University staff should always seek to get good value for money and standard class is
usually the cheapest fare.

Q: The train is full and there are no seats available in standard class. Can | use my
purchasing card to pay for an upgrade to first class or reclaim the cost on expenses?

A: No — seat reservations are free if you use the approved supplier. Please ensure you
reserve a seat at the time of booking.

Q: Can | use my private vehicle rather than booking a hire car if | have to travel over
100 miles at short notice?

A: No — the approved hire car supplier should be contacted to see if it is possible to receive a
hire car.

Q: Can I claim for travel to and from the University of Lincoln when | normally work
elsewhere in the UK?

Example: | am paid by the University of Lincoln and | normally work at the Holbeach
premises. Can | claim for travelling to the University of Lincoln?

A: Yes you can claim travel because your normal work place is Holbeach then you are
visiting Lincoln. Appendix 1 and 2 contain details about the distances that may be claimed.
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Q: Why do | have to submit itemised receipts?

A: Each organisation / University has different rules about what can / cannot be claimed and
whether receipts are required or not. The University of Lincoln has chosen to reimburse
actual expenditure based on receipts. Original hard copy receipts are required for many
research grant funders to support expenditure claims, please check with the funder and your
Finance officer.

Q: The exchange rate is different to what | incurred the expenses in. How can | claim
the difference?

A: If the rate is different to the expenses incurred, please add the different on to your
expense claim using the separate element.
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34. Appendix 1
Car mileage

The University encourages the use of public transport where possible for your journey. You
should also consider hiring a car if you are travelling over 100 miles in a 24 hour period as it
could well be cheaper than using your own car. Car Hire can be arranged via the
Universities preferred suppliers.

If you are using your own car for University business then you must make sure that it is
roadworthy and is adequately insured for business use — you are not covered by the
University’s insurance.

In order to drive your own car on University business you must first register as an Authorised
Driver.

You cannot claim mileage for commuting from your home to your normal place of work.
How far to claim?

The maximum that you can claim is the shorter of

45
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What happens if | am doing more than one stop on a round trip?

You should break the journey into its parts and add up the mileage for each part and submit
a claim for the totals.

Example 1

46
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35. Appendix 2
Where do | work?

You can only claim travel expenses which you necessarily have to undertake in the course of
your employment. You cannot claim travel which is ‘ordinary commuting’. This normally
means travel from home to your usual place of work. Your usual place of work is called a
‘permanent’ place of work.

Home to work travel

Travel from home to a permanent workplace cannot be claimed but, travel from home to a
temporary workplace can be claimed.
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There are some further explanations and examples on HMRC help sheets

http://www.hmrc.gov.uk/helpsheets/490-chapter2.pdf
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36. Appendix 3

All items included on an expense claim form must be supported by a valid receipt. A valid
receipt should, wherever possible, include:

» Vendor address and / or name

e Breakdown of items (+ VAT breakdown if applicable)

e Date of transaction

e VAT registration number (if applicable)

e Total amount due

Example: Credit card receipt — Not acceptable as a receipt

SAMPLE CREDIT CARD STATEMENT Account Number
T AT R e R
ue Due Date  Minimom [
704102 $31.00
My Credil Card
nt P. 0. Box 4567 Mew Amou
AR whe ommmo RTINS TS, L e e o By
men: | - §°2TE90 Reiumn tap portion with pay
Jaseription of Debits Credils and Raference  Posting
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Example: Till receipt - Acceptable as a receipt
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Example: Invoice — Acceptable as a receipt
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37. Appendix 4

Cash withdrawal template for advances and expense cards

UL Expense Card Cash Withdrawal Statement for XXXXX

For Statement Month of

Date
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https://www.gov.uk/hmrc-internal-manuals/employment-income-manual/eim23450

39. Appendix 6

Non staff Expenses Claim Form

Claims must be received in the Payroll Department by the 5" of the month to avoid a delay in
payment. Claims received after the deadline will not be processed until the following month.
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40. Entertaining Expenses Form

Name of Member of Staff responsible:

Delegates attending including employees:

Name Organisation

Purpose of the entertaining:

Date entertaining took place:
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41. Useful Contacts / Links

Email:

Payrollservices@lincoln.ac.uk

Portal Page:

https://hr-internal.blogs.lincoln.ac.uk/expenses/

Travel Approval form:

https://ps.lincoln.ac.uk/services/hr/Payroll/Expenses/TravelApproval/SitePages/Home.aspx

Help and Guidance on the expenses system:

https://hr-internal.blogs.lincoln.ac.uk/expenses/duty-of-care-for-business/

Information Hub:

https://hr-internal.blogs.lincoln.ac.uk/expenses/information-hub/

Insurance Portal:

https://ps.lincoln.ac.uk/services/Finance/Insurance/SitePages/Home.aspx

Relocation Policy:

https://hr-internal.blogs.lincoln.ac.uk/policies-and-procedures/

Accepting Gifts and Hospitality

https://ps.lincoln.ac.uk/services/Finance/SitePages/Home.aspx
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Travel and Expenses Policy

Owner Last Reviewed Next Review

Payroll Services August 2023 April 2024




