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Guidance Note: Travel & Subsistence – Terms and Conditions
Section 1: Introduction and Background
1.1 
This guidance note sets out the GEO’s Terms and Conditions for claiming UK and Overseas Travel and Subsistence.  The terms and condition derive from the terms and conditions of the Department of Communities and Local Government, Department of Work and Pensions and the Home Office.  They have been agreed with the Trade Union Side.
1.2
You are entitled to: 

a. expenses when you travel on official business within the UK away from your normal workplace (UK travel costs are covered in paragraph 2, UK subsistence arrangements are set out in Section 3);

b. expenses when you travel on official business overseas (overseas travel costs are covered in paragraph 4, overseas subsistence arrangements are set out in Section 5);

c. certain expenses that might be payable, if you are offered and agree to a permanent transfer at public expense (see the Guidance Note on Permanent Transfers and Detached Duty);

d. certain expenses that might be payable if you agree to work away from your normal workplace on detached duty (see the Guidance Note on Permanent Transfers and Detached Duty ); and


e .the reimbursement of excess fares arising from a permanent transfer at public expense or for the duration of any detached duty (see the Guidance Note on Permanent Transfers and Detached Duty).
1.3 
Subject to the limits set out in this Note, the expenses for which you are entitled to be reimbursed are, unless otherwise stated, those actually and necessarily incurred and must be supported by receipts. The accompanying GEO Travel Guide sets out how to claim for expenses incurred.


1.4 
The submission of a claim knowingly containing false or inaccurate information may constitute a disciplinary offence and may lead to disciplinary action. Where the payment has already been made, you must refund any overpaid amount. If necessary the amount will be deducted from any money owing to you from public funds. 

1.5 
If as a certifying officer you authorise a claim knowingly containing false or inaccurate information this may constitute a disciplinary offence and may lead to disciplinary action.  
Travel Guide

1.6
The GEO Travel Guide explains how to make travel arrangements and claim for expenses.

Section 2:
 UK travel

General rules for UK travel

2.1 
Official travel is any travel you need to make on official business away from your normal workplace(s). It includes: 

a. first journey to and last journey from full time training courses, and attendance at part time courses (i.e. Day Release), but not evening classes;

b. attendance at promotion or selection boards;

c. journeys made on recall from annual leave;

d. attendance at courts as part of official duties;

e. daily travel to a detached duty office;

f. emergency call out to the permanent office;

g. additional attendance outside normal working hours;

h. public transport disruption; and 

i. travel covered by paragraphs 3.18, 3.19, 3.21, 3.22 and 3.24.

2.2 
Official travel does not include:

a. travel between your home and your normal workplace(s) for attendance during normal working hours;

b. travel on first taking up duty (unless this forms part of a new recruit's relocation costs as agreed in their appointment letter);

c. concessionary travel;

d. journeys home at weekends while on detached duty or following a permanent transfer at public expense; and

e. any travel covered by an excess fares allowance in connection
with detached duty or a permanent transfer at public expense.

2.3 
You must only travel if it is necessary and when the official business cannot be settled by any other methods such as telephone or video conferencing. 

2.4 
Bearing in mind your entitlements you are encouraged to use the most cost effective method(s) of transport that will help you to reach your destination safely, in good time and in reasonable comfort. You will need to weigh up all the journey factors, taking into account the cost of travel, the official time involved and the costs of any associated subsistence (see paragraph 3) involved in the various options. The GEO will take disciplinary action against you if any expense is considered to be unreasonable and could have been avoided had the journey been better planned. Official journeys may start from home (or end there) if that is the shortest and most cost effective route. 

2.5 
Wherever practicable for travel in the UK, you must: 

a. use public transport; and
b. book your journeys through the GEO’s travel booking service (see the GEO Travel Guide) who will be able to advise you on itineraries and offer (or match) the best value tickets. If you use the travel booking service, the cost of the travel tickets will be invoiced directly to the GEO.

2.6
 If it is not possible, or if it is inefficient (in terms of cost or official time), to use public transport, the use of a hire car or privately owned vehicle may be authorised by your line manager. However serious consideration should be given to the Department's commitment to 'Green' issues before car use is authorised. If a car is used as the only viable option, car sharing should always be considered. 

2.7 
Staff will not suffer any detriment as a result of choosing not to use their own private vehicle for work purposes.

Travel Receipts

2.8 
Wherever possible receipts for all expenditure must be obtained and you must keep these for future reference by yourself, your certifying officer, auditor, or HM Revenue and Customs. You must keep your receipts for the current year and the preceding three years. If you leave the Department you should pass them to Human Resources. Where occasionally it is not possible to provide receipts or travel tickets - for instance if you use a vending machine or when the travel ticket is retained by the operator, you must keep a note of the reason why your travel ticket or receipt is not available. 

Gratuities

2.9 
Gratuities will be reimbursed where they are included in the receipt and are not excessive. Your line manager will also authorise the reimbursement of reasonable and low value non-receipted gratuities where you have received help with heavy luggage or equipment or help with your luggage if you are pregnant or have a temporary or permanent disability. 

Home to workplace journeys

2.10 
Your journey from home to your normal workplace(s) is not official travel and these costs must not be claimed. However additional costs for the home to office journey may be allowed as set out in sub paragraphs 2.1 (f) and (g) and in paragraph 2.11.

Staying late at work

2.11
 If you agree to stay at work late, you are entitled to claim Motor Mileage Allowance for a return journey by car (at Public Transport Rate - see Annex A) or the costs of a taxi home (see paragraph 2.16 (f)) if: 

a. it would be unreasonable, for reasons of personal safety, to use public transport; or 
b. if public transport is sporadic and unreliable or no longer available when you finish work. 

Travel by rail

2.12 
Subject to the exceptions set out in this paragraph and paragraph 2.13, if you are below Band 5, you must travel standard class. If you are in range 4.2, 4.7, 4.8, Band 5 or above (or if you are in the Senior Civil Service) you may travel first class (certain other staff in Band 4 may have the reserved right to travel first class - contact Human Resources if you believe you have this right). Before the higher cost travel is used, however, you must consider the business need and whether the extra expenditure is justified.  The Travel Guide sets out how to make a claim. 

2.13 
All staff may travel first class under the following conditions: 

a. you need to travel with someone who is travelling first class; 

b. the facilities provided in standard class do not meet your needs because you are pregnant or suffering from a temporary or permanent disability; 

c. there are no seats available in standard class or in circumstances when it is necessary to buy a meal on the train and this is not possible when travelling in standard class; or

d. if you need to travel overnight and use a sleeping berth.
Seat reservation

2.14 
The costs of reserving a seat will be reimbursed.  
Bus/coach etc
2.15 The costs of bus and coach fares used for official travel will be reimbursed. 

Use of taxis

2.16 
You are entitled to be reimbursed for the use of a taxi: 

a. when no other method of public transport is available (e.g. when travelling late at night); 

b. when carrying heavy official papers, baggage or equipment; 

c. for reasons of personal safety;

d. if you are unable to use public transport because of pregnancy or a temporary or permanent disability;

e. if there will be an overall saving including any claim for subsistence or to ensure journey connection or arrival time;

f. under the circumstances described in paragraph 9.2.11; or

g. it is more cost effective when travelling in a group. 

Air travel
2.17 
Air travel should be considered for long distance travel within the UK. As domestic flights are normally of short duration, if you fly, you must travel economy class unless: 

a. you are a Director or above in the Senior Civil Service (in which case you may travel in Business/Club Class);

b. there are no tickets available in economy class; 

c. the facilities provided in economy class do not meet your needs if you are pregnant or suffering from a temporary or permanent disability; 

d. you accompany someone who is travelling in a higher class. 

Use of benefits accrued as a result of official travel 

2.18 
Benefits accrued as a result of official travel (for instance 'Air Miles') must not be used for personal travel. You are encouraged to use them to offset the cost of future official journeys.  
Travel by sea

2.19 
If you need to travel within the UK by sea you may travel first class. If you need to travel overnight, you are entitled to be reimbursed the cost of a sleeping berth and the actual cost of breakfast. 

Use of privately owned motor vehicles for UK travel 

2.20 
You must not use a vehicle for official travel unless you satisfy the Department's ownership, insurance and documentation requirements (set out in paragraphs 2.25 to 2.28 below). 

2.21 
If you use a motor vehicle for official travel in the UK: 

a. you are entitled to be reimbursed at the Motor Mileage Allowance rate set out in Annex A; 

b. you are entitled to be reimbursed for the amount of mileage set out in paragraph 2.35; and 

c. your certifying officer is entitled to see the documents relating to ownership and insurance before certifying any claim for reimbursement. 

Motor Mileage Allowance

2.22 
You are entitled to be paid Motor Mileage Allowance either at public transport rate (PTR) or at standard mileage rate (SMR) - paragraphs 2.23 and 2.24 set out how to determine which rate applies. The current rates are set out in Annex A - you should note the maximum limit of 10,000 miles per annum that may be reimbursed at the higher SMR rate. 

2.23 
If you could reasonably have used public transport for the journey in question, you must claim PTR. You are entitled to be reimbursed at PTR if you satisfy the vehicle ownership, insurance and documentation requirements set out in paragraphs 2.25 to 2.28. 

2.24 
You are entitled to be reimbursed at SMR if you satisfy the vehicle ownership, insurance and documentation requirements set out in paragraphs 2.25 to 2.28, and: 

a. it is not practicable to use public transport for the journey; or 

b if the total costs of the journey (including subsistence costs) are less than public transport because you share the journey with colleagues; or 

c. you need to carry heavy equipment; or

d. you are pregnant or have a temporary or permanent disability which makes the use of public transport difficult. 

Ownership

2.25 
The vehicle ownership requirements referred to in paragraphs 2.20, 2.21, 2.23 and 2.24 are that the motor vehicle in question: 

a. is owned by you or being purchased by you on credit terms and is registered in your name; or 

b. has been hired by you for your private use; or 

c. is not registered in your name but is in your lawful possession where you have permission from the owner to use the vehicle and have adequate insurance cover as set out in paragraphs 2.26 to 2.28 (and paragraph 2.28 if you claim SMR).

Insurance

2.26 
To be eligible to claim any Motor Mileage Allowance (whether Public Transport Rate [PTR] or Standard Mileage Rate [SMR]) you must ensure that your private motor vehicle insurance policy contains either: 

a. a clause permitting the use of the vehicle by you in person in connection with your business; or 

b. a clause specifically permitting the use of the vehicle by you in person on the business of the Government Equalities Office; or 

c. where the vehicle is not registered in your name, has a clause specifically permitting use of the vehicle by you on the business of the Government Equalities Office. 

2.27 
If you claim Motor Mileage Allowance at PTR, your private motor vehicle insurance policy must also cover, without financial limit, claims in respect of: 

a. bodily injury to or death of third parties; 

b. bodily injury or death of any passengers; 

c. damage to the property of third parties and/or passengers. 

2.28 
To claim Motor Mileage Allowance at SMR, you must have a comprehensive insurance policy covering the risks set out in paragraphs 2.26 and 2.27 and also damage to or loss of the vehicle. You should note that some insurance policies that are otherwise fully comprehensive may exclude some liabilities. 

Other documentation

2.29 
In addition to the ownership and insurance sections any privately owned vehicle used by you on official business must comply with all other requirements for use on the public roads including having a current Vehicle Excise Disc and where necessary a current Test Certificate. You must also have a current Driving Licence that entitles you to drive the vehicle.
 Injury benefits if travelling in a private motor vehicle 
2.30 
If you use a private motor vehicle for official travel or you are a passenger on official travel being carried in a private motor vehicle, you will, subject to paragraph 10.3, be treated as acting in the course of your duties for the purposes of the injury benefit provisions of the Principal Civil Service Pensions Scheme. Further information on the scheme and the Civil Service Compensation Scheme which provides benefits to staff who are injured off duty while away from home on official business are available from Central Pay and Pensions. 

Hire cars

2.31 
If it is more cost effective to use a hire car for journeys you cannot claim Motor Mileage Allowance but you are entitled to be reimbursed all the costs associated with the hire of the vehicle.

Motor cycles

2.32 
You are entitled to be paid a mileage allowance if you use a motor cycle for official travel. The current rates to which you are entitled to be reimbursed are set out at Annex A. Paragraph 2.36 sets out the amount of mileage you can claim if you use a motor cycle for official travel.
Pedal cycles

2.33 
You are entitled to be paid a mileage allowance as set out in Annex A if you use a pedal cycle for official travel. Paragraph 2.35 sets out the current rates that you are entitled to claim.

Passenger supplement

2.34 
If you are paid PTR or SMR, you are entitled to be paid an additional allowance, at the rates shown in Annex A, for carrying one or more passengers on your journey if the passengers would have otherwise been entitled to reimbursement of travel costs themselves under the terms and conditions set out in this Guidance Note. 

Equipment supplement

2.35 
If you are paid PTR or SMR, you are entitled to be paid an additional allowance, at the rate shown in Annex A, for necessarily carrying equipment or other loads which are likely to cause additional wear and tear to a private motor vehicle (as defined in sub paragraph 2.24(a) and (c)). Wherever practicable you must agree with your counter signing officer prior to the journey if the equipment supplement should be paid. 
Amount of mileage to be claimed

2.36 
The amount of mileage for which you can be reimbursed for in accordance with paragraph 2.21 and paragraphs 2.31 to 2.34 is the actual mileage based on the shortest most efficient route, taking account of the distance and time spent travelling. Your home to normal work place mileage must not form part of the claim unless a clear saving in distance and time can be shown. The only exceptions to this are: 

a. as detailed in sub paragraphs 2.1(f) and (g) and paragraph 2.11; and 

b. where public transport is disrupted or interrupted for whatever reason and you necessarily use a car, motorcycle or pedal cycle to travel to your normal workplace instead of travelling by public transport.   

2.37
 If you claim a Motor Mileage Allowance or motor cycle mileage allowance you must: 

a. keep a complete, permanent record, for each financial year, of all your mileage claimed at PTR, SMR or motor cycle mileage allowance (this information has to be provided to the Inland Revenue); 

b. ensure that, for each claim (see paragraph 9) you enter onto the claim form: 

· the mileage claimed; and 

· your total, cumulative mileage claimed at PTR, SMR or motor cycle mileage allowance for the financial year; and  

c. claim only at the appropriate lower rate/public transport rate shown in Annex A when 10,000 miles has been exceeded in that financial year. 

Parking, garaging and tolls

2.38 
You are entitled to be reimbursed the costs of unavoidable expenses on parking, garaging and tolls (including road and river ferries). However you are personally liable for any parking fines you incur. 

Congestion Charge

2.39 
You are entitled to be reimbursed the costs of any congestion charges unavoidably incurred whilst on official business. You are personally liable for any expenses incurred through congestion charges as a result of using your private vehicle for home to office travel.

Section 3: 
UK subsistence

General rules - UK subsistence

3.1 
UK subsistence is intended to meet the extra costs (for instance meals and accommodation) that you necessarily incur if you are away from your normal workplace(s) in the UK on official (detached) duty. Detached duty applies to any period spent working at a place other than your permanent office and therefore includes visits for meetings or interviews. 

3.2 
The amounts that you are entitled to be reimbursed, under UK day subsistence, are limited to the first 30 days. Staff who are temporarily on official business away from their normal place of work shall be treated as on detached duty. The conditions covering detached duty are set out in the Note on Permanent Transfers and Detached Duty. 
UK subsistence allowances are: 

a. based on actual expenditure; and 

b. subject to indicative ceilings (see Annex B). 

With the exception of paragraphs 3.11 and 3.12, this means that you have to provide receipts for any subsistence claimed and that, subject to paragraph 3.9, your total claim must not exceed the appropriate ceiling. 

The 90 day rule

3.3 
Subsistence is normally limited to 30 consecutive working days/nights for visits to the same location unless you take a break of at least 10 working days/nights. Heads of unit may exceptionally approve an extension of up to 90 consecutive working days/nights without a break if, exceptionally, you need to remain in the same location for more than the 30 working day/night period 

3.4 
If the period is extended further than the 90 day limit, it must be referred to Human Resources as it will have to be treated under the detached duty rules.
Day subsistence

3.5 
You are entitled to day subsistence if you are away from your normal workplace(s) on official business and necessarily purchase a meal or meals (including snacks, soft drinks and beverages, but not alcohol).You cannot claim day subsistence where: 

a. the meal or meals are taken at home; 

b. meals are provided by a third party at no cost to you; or 

c. the place being visited on official business is five miles or less from your normal workplace(s). 

3.6 
There are separate day subsistence indicative ceilings for each of the following periods of time spent away from your normal workplace(s) on official business (the current amount of each such indicative ceiling is given in Annex B): 

a. 5 to 10 hours (to cover the costs of one meal); 

b. 10 to 12 hours (to cover the costs of 2 meals); and 

c. over 12 hours (to cover the costs of 3 meals without an overnight stay). 

Late meals allowance

3.7 
If at the Departments request you agree to work later than 20.00 hours at your normal workplace and if this is beyond your conditioned hours, you are entitled to be paid the late meals allowance for the costs of food and drinks. The current ceiling rate is shown in Annex B. The purpose of this allowance is to provide refreshments until you return home for your evening meal. It is not intended to cover the costs of an evening meal nor does it apply to staff who have chosen to work beyond 20.00 as a regular part of their work pattern. Claims for this allowance, which is taxable, must, subject to paragraph 2.7, be supported by receipts. 
Night subsistence

3.8 
Night subsistence can only be claimed if you stay away from home overnight on official business. It covers a period of 24 hours to meet the actual costs of your meals and accommodation. You are entitled to be reimbursed day subsistence for subsequent periods of over 5 hours or over 10 hours at the end of the 24 hours covered by a night subsistence claim. There are different indicative ceilings for night subsistence in London and elsewhere. Current rates are set out in Annex B. 
Expenditure beyond the indicative ceiling

3.9
If, exceptionally, you unavoidably incur abnormally high expenses which exceed the indicative ceiling, reasons must be given on your claim. The costs of accommodation will normally be known prior to the overnight visit and wherever practicable approval to claim in excess of the rates must be sought before the visit. 

Standards of accommodation 

3.10 
You are entitled to a reasonable standard of accommodation - standards are set out in Annex C. The indicative ceilings for night subsistence are set at levels designed to ensure that, while you are away from home, you can obtain accommodation that meets the standards set out in Annex C. 

Incidental expenses 

3.11 You are also entitled to be paid an allowance for incidental expenses for each night that you are away from home on official business. This is a flat rate allowance intended for sundry items such as telephone calls home and newspapers and no receipts are required. See Annex B for current rates. 

Staying with friends/relatives 

3.12
 If you stay with friends or relatives while you are away from home on official business, you are entitled to claim a flat rate allowance for the 24 hour period - the current rates are in Annex B. Claims should be made using the friends and family form in the GEO Travel Guide.. In addition the incidental expense allowance referred to in paragraph 3.11 is payable. 

Overnight stays at your normal workplace

3.13 
If at the Department's request (for example because of public transport disruption or other emergency), you agree to stay in the area near to your normal workplace(s), you are entitled to claim the actual costs of subsistence and overnight accommodation subject to the appropriate indicative ceiling. 

Training courses, conferences and seminars

3.14 
If in the course of your official duties you attend a training course, conference or seminar which necessitates an overnight stay and your accommodation and meals are provided, you are not entitled to subsistence but you are entitled to the incidental expenses allowance set out in paragraph 3.11. 

3.15
 You must not claim the incidental expenses allowance for any period during which: 

a. you return home for weekends; or, 

b. you are temporarily absent from the training course, conference or seminar for any other reason. 

3.16 
If you attend training courses, conferences or seminars which do not include the cost of meals or overnight stays, you are entitled to be reimbursed for such subsistence costs in accordance with the arrangements set out in this Guidance Note. 

Additional caring expenses

3.17 
If you incur additional caring expenses as a result of an exceptional change to your normal working routine you should discuss reimbursement of expenses with Human Resources.   

Interviews

3.18 
Attendance at an internal Government Equalities Office promotion/selection interview for a job move or vacancy is treated as official business and any associated travel is regarded as official travel. You are entitled to be reimbursed any travel and subsistence expenses incurred in accordance with the rules set out in this Guidance Note. The claim must be submitted for payment to the advertising line manager. 

Investitures for honours

3.19 
If you have been nominated to receive an award by the Department, attendance at an Investiture to receive the award should be treated as official business for travel and subsistence purposes. In addition to reimbursement of travel and subsistence expenses for you as the recipient of the award, the travel expenses of any guests who attend the Investiture may also be reimbursed within the normal official travelling expenses limitations. Subsistence is not payable in respect of your guests. 

Royal garden parties

3.20 
If you are nominated by the Government Equalities Office to attend a Royal Garden Party and you accept this nomination, reasonable time to travel to and attend will be granted as special leave with pay but you are not normally eligible to receive assistance towards travelling and subsistence expenses. However, where the cost of attendance would be prohibitive, assistance may be given at line management discretion. Travel costs will be restricted to the standard class public transport fare or motor mileage at the public transport rate (limited to the cost of the standard class public transport fare). Any subsistence will be restricted to you as a member of staff and will be based on actual expenditure within the current rates set out in Annex B. This assistance does not apply if you were nominated other than by the Government Equalities Office. 

Medical boards

3.21 
Attendance at a Medical Board to appeal against retirement or refusal to allow retirement on medical grounds is regarded as official business and you can claim travel and subsistence expenses in accordance with rules set out in this Guidance Note. 

Civil Service Appeal Boards
3.22 
If you attend a Civil Service Appeal Board as an appellant, this will be regarded as official business and you will be reimbursed travel and subsistence expenses in accordance with this Guidance Note. 

3.23 
In connection with paragraph 2.35, the GEO will also reimburse the travel and subsistence expenses of: 

a. any other employees called before the Board, including any friend or trade union representative assisting with your case,

b. any non civil servant attending the Board with you or on your behalf (at the rates applicable to you) together with their loss of earnings provided that, in the case of non civil servants: 


c. the board agrees to their attendance, and, they are not an employee of a Trade Union, a solicitor or barrister. 
Graduation ceremonies

3.24 
If you attend a graduation ceremony for an officially sponsored course, you are entitled to be reimbursed for any associated travel and subsistence expenses in accordance with this Guidance Note. You are also entitled to be reimbursed for the cost of hiring any necessary academic dress. 

Attendance at functions

3.25 
If you have to attend a function on official business where formal evening wear is required, you are entitled to be reimbursed the cost of hiring or purchasing evening wear. The cost limit for purchase is set out in Annex B. Claims for purchase can be made only once every three years.

Section 4: Overseas travel

General rules - overseas travel
4.1 
Bearing in mind your entitlements, you are encouraged to use the most cost effective method(s) of transport that will help you to reach your destination safely, in good time and in reasonable comfort. You will need to weigh up all the journey factors, taking into account the cost of travel, the official time involved and the costs of any associated subsistence (see Section 3) involved in the various options. Official journeys may start from home (or end there) if that is the shortest and most cost effective route. Your Head of Division is responsible for ensuring that any overseas visit is necessary and for determining whether or not it was made in the most cost-effective manner. 

4.2 
Wherever possible, you must book travel tickets through the Government Equalities Office’s travel agents - see the Guidance Note on Ordering Travel.  This will ensure that the Department receives the benefit of any special discounted rates that have been negotiated. If you use the travel arrangements, the cost of the travel tickets will be invoiced directly to the Department. 

4.3 
Receipts will be required for the UK part of your journey in accordance with the rules for UK travel (see Section 2). Any claim you make for non-invoiced overseas travel costs should, wherever practicable, be accompanied by a receipt or receipts as appropriate (Section 9).
Overseas travel by air

4.4 
The class of air ticket that you can use will depend on the overall cost, relative convenience and duration of the flight. The following table sets out the general approach expected, but it is the responsibility of yourself, your line manager and the budget holder to ensure that the most appropriate class of ticket is used:

	Duration of flight 
	Class of ticket 

	 Up to 2.5 hours
	 Economy

	 Over 2.5 hours
	 Business/Club




4.5 
Exceptionally, you may upgrade and use Business/Club class instead of economy class (see paragraph 4.6) and first class instead of Business/Club class (see paragraph 4.7).
Economy to Business/Club class

4.6 
You are entitled to use Business/Club class for a flight of less than 2½ hours in the following circumstances: 

a. where strict application of the rules might not be cost effective and can be justified by a saving in subsistence or the need for you to have an in-flight meal; 

b. where you are necessarily in the company of a person entitled to a higher class of travel; 

c. if the facilities in economy class do not meet your needs because you are pregnant or very large or very tall or suffering from a temporary or permanent disability; or

d. you are a Director or above in the Senior Civil Service. 


Business/Club to first class

4.7 
Members of the Senior Civil Service and, exceptionally, other staff may travel first class by air, but this must be restricted to situations where its use is unavoidable – for instance: 
a. where it is necessary for an employee to travel in the company of someone else who is travelling first class (e.g. a Minister); 
b. where the facilities provided in Business/Club class would not allow a member of staff to sleep if they had to travel overnight when they would normally be sleeping and they could not reach their destination until after midnight local time; 

c. for trips notified at very short notice where a Business/Club class ticket is not available and it would only be possible to reach the destination in comfort and on time by travelling first class. 
Use of benefits accrued as a result of official travel

4.8 
Benefits accrued as a result of official travel (for instance "Air Miles") must not be used for personal travel but you are encouraged to use them to offset the cost of future official journeys.  
Rail travel (including Eurostar)

4.9 
If you use Eurostar, you are entitled to travel first class so that you are able to work on the train and get a full meal. Otherwise the conditions for rail travel are the same as those applicable for rail journeys in the UK (see paragraph 2.11 and paragraph 2.12). 

4.10
 You can upgrade to a higher class of rail travel if: 

a. you are travelling in the company of a person who is entitled to first class travel;

b. the standard class in the overseas country is not broadly equivalent to the UK standard and the facilities do not meet your needs; 

c. you will be travelling alone overnight and are unable to share a standard class sleeping berth with a colleague; 

d. you are pregnant, or are suffering from a temporary or permanent disability. 

Sea

4.11 
You are entitled to travel first class and, if travelling overnight, you are entitled to the use of a sleeping berth and for reimbursement of the cost of breakfast based on receipted actuals. 

Use of private motor vehicles for overseas travel

4.12 
If you choose to travel overseas in a private motor vehicle you must satisfy the conditions set out in paragraphs 2.19 to 2.28.  The motor mileage rates applicable for travel overseas are the UK Public Transport Rates and the criteria for claiming these entitlements are set out in Section 2. 

4.13 
In addition to the conditions set out in paragraph 4.12 you must also satisfy the GEO that you meet all the appropriate legal requirements regarding insurance, green cards, driving licence etc. of the countries to be visited. 

Bus/coach

4.14 
You are entitled to be reimbursed for the cost of any coach /bus fares incurred whilst travelling abroad. 

Taxi and car hire

4.15 
You are entitled to be reimbursed the cost of the use of taxis and hire cars overseas in the following circumstances: 

a. there is no other form of transport available (e.g. late at night); 

b. where the saving of official time outweighs the cost;

c. to meet business or travel deadlines;

d. when heavy baggage has to be transported; 

e. where travelling by public transport poses a risk to personal safety, where it is of an unacceptable standard or where you are unfamiliar with the public transport system;,

f. it is more cost effective when travelling in a group.
Section 5: 
Overseas subsistence

General rules – overseas subsistence

5.1 
The terms and conditions set out in this Section apply to any overseas visit of less than four months duration. Visits that are likely to exceed this period are treated as equivalent to an overseas posting. Human Resources will advise on any travel, subsistence or other allowances associated with an overseas posting (before accepting the offer of an overseas posting, you are advised to agree with Human Resources a variation to your contract of employment determining the terms and conditions that will apply).

5.2 
You are entitled to claim overseas subsistence from the time of your arrival abroad until the time of your departure (for instance of the return flight). The one exception to this is set out in paragraph 5.15. 

5.3 
You can also claim subsistence for the UK part of your journey in accordance with the rules for UK subsistence – see Section 3. This can be claimed even if the UK part of your journey amounts to less than five hours - the amount payable is the UK indicative subsistence rate for five to ten hours. Current rates are shown in Annex B. 

5.4 
Wherever possible, you must book hotel accommodation through the GEO’s travel arrangements set out in the GEO’s Travel Guide.   

5.5 
Overseas subsistence is usually determined on a flat rate basis (see paragraph 5.6) and receipts are not usually required to support any claim for reimbursement. However, receipts will be required: 

a. for any subsistence claim relating to the UK part of the journey (see paragraph 9.5.3);

b. where, for certain overseas locations, there are no published Foreign and Commonwealth Office subsistence rates; or

c. where the published Foreign and Commonwealth Office subsistence rates are necessarily exceeded. 

Overseas subsistence rates

5.6 
You are entitled to be paid the rates of overseas subsistence set by the Foreign and Commonwealth Office (FCO) - these are normally quoted in local currency. 

5.7 
Details of the current FCO overseas subsistence rates are set out at Annex E. 

5.8 
Night subsistence is payable for accommodation for each 24 hour period spent overseas and includes the cost of all meals. If an overnight stay is included and three main meals are taken, the full subsistence allowance can be claimed even if the total time spent abroad is less than the full 24 hours. 

5.9 
Day subsistence rates are paid for additional periods of five to ten hours or over ten hours. 

5.10 
Your Band determines which class of overseas subsistence you are entitled to under the FCO system:

	
	USA and Canada
	Rest of the world
	

	Class A(i) 
	Director and above 
	Class A 
	Band 5 and above 

	Class A(ii) 
	Band 5 and above up to those covered in Class A(i) 
	 
	 

	Class B 
	below Band 5 
	Class B 
	below Band 5 



5.11 
If you necessarily travel with a colleague who is entitled to and claims a higher class and you have to stay at the same hotel, you will also be entitled to the higher rate. If accommodation only is booked and it is therefore necessary for you to buy all three main meals, the residual FCO rate covers this cost. 
Free accommodation or meals

5.12
If you are provided with free accommodation including staying with a friend or relative, you can claim for: 

a. one meal - the over 5 hour rate; 

b. two meals - the over 10 hour rate; 

c. three meals - the FCO residual rate. 

5.13 
If you pay for accommodation but are provided with meals or they are purchased for you, the rates outlined in paragraph 5.12 must be deducted from the 24 hour rate of your subsistence claim. 

Conference rates

5.14 
If the costs of your accommodation and/or meals necessarily exceed the FCO rates, you may be entitled to claim "conference rates". 

5.15 
You cannot claim "conference rates" without advance approval from your Head of Division and the amount you can claim is limited to the actual costs you incur (for which you must provide receipts). 

5.16 
The circumstances in which “conference rates” can apply are: 

a. you attend an EC Meeting or international conference which is being run simultaneously with other meetings and you are unable to book accommodation within the limits of the appropriate FCO overseas subsistence rate; or
b. the meeting is held in a hotel where other representatives are staying and it could be problematic to stay elsewhere. 

Additional allowance for air travel

5.17 
The duration of a flight overseas is not included in the subsistence period but you are entitled to be reimbursed an additional five to ten hours at the appropriate overseas subsistence rate for additional expenditure if the meal provided on the flight amounted to no more than a snack and you needed to purchase a meal on arrival. 
Incidental allowance

5.18 
You are also entitled to an allowance for incidental expenses for each night that you are away from home overseas. This is a flat rate allowance intended for sundry items such as telephone calls home, newspapers, laundry, personal insurance etc., and no receipts are required. See Annex D for the current rate. 

Passports

5.19
 If you are required to make an official journey overseas and do not hold a valid passport, you are entitled to be reimbursed the cost of obtaining one.  
Visas

5.20 
You are entitled to be reimbursed the cost of obtaining Visas for travel on official business.  See the GEO Travel Guide for further information.  
Vaccinations

5.21 
You must ensure that you meet the immunisation requirements of the country which you are travelling to or passing through. Advice on the requirements may be obtained through your doctor. You will be reimbursed any costs involved in obtaining the vaccinations.
Climatic clothing

5.22 
If you have to travel overseas on official business to a region where special clothing not normally worn in UK is required, you are entitled to be paid an allowance (the current rate is set out in Annex D) which is payable no more than once every three years. You will need to obtain prior approval for the purchase from your Deputy Director or for SCS your line manager. 
Luggage

5.23 
If you travel overseas regularly/frequently on official business, you are entitled to be paid an allowance (the current rate is set out in Annex D), payable no more than once every two years, as a contribution for the wear and tear on your luggage.   As a guide, regular/frequent travellers would have travelled on official business overseas at least 12 times within a 12-month period. 
Medical expenses

5.24 
Arrangements for reimbursing medical and/or dental expenses whilst overseas on official business are set out in separate guidance.  See Guidance Note on Compensation for injury, loss and damage sustained on official business.
Travel insurance

5.25
 If travel insurance is taken out and paid for from official funds, any payment made as a result of a claim would be taken into account in the calculation of any benefits due under the Civil Service Compensation Scheme (and Principle Civil Service Pension Scheme if you are a member). The GEO cannot meet the cost in whole or part of any premiums in respect of insurance taken out personally for or by you against personal injury.
Annex A: UK travel rates

Motor mileage rates – motor vehicles 

1. Standard Mileage Rate 

· Higher (up to 10,000 miles) = 40p per mile 

· Lower (over 10,000 miles) = 25p per mile 

2. Public Transport Rate (all mileage) = 25p per mile 

Passenger supplement 

1. First passenger = 5p per mile 

2. Second and subsequent passengers = 5p per mile 

Equipment supplement 

The equipment supplement is 2p per mile 

Motor cycles and motor cycle combinations 

1. Motor cycles and motor cycle combinations = 24p per mile 

Pedal cycle allowance 

The pedal cycle allowance = 20p per mile 

Annex B: UK subsistence rates

NOTE: Except where flat rates are paid, you can only claim the actual expenses you incur up to the limits set by indicative ceilings (and you must provide receipts to support your claims).

Day subsistence 

For 5 to 10 hours, the indicative ceiling is £4.50 

For 10 to 12 hours, the indicative ceiling is £9.50 

For over 12 hours, the indicative ceiling is £14.00 

Night subsistence 

For London, the indicative ceiling is £95 per night 

For outside London, the indicative ceiling is £86 per night  

For staying with friends or relatives (all areas) the flat rate is £35 per night (please note that with effect from 6 April 2009, this payment is taxable). 

Lodging allowance 

For London, the indicative ceiling is £42 per night 
For outside London, the indicative ceiling is £31 per night 

Incidental expenses 

For all areas, the flat rate is £5 per night 

Meal allowance after 8pm 

For all areas, the indicative ceiling is £3.85 per night 

Attendance at functions 

The limit for purchase of evening wear is 50% of the cost up to a maximum of £100 

Annex C: Accommodation standards

1. A room for single occupancy with: 

a. en suite facilities (WC, shower or bath);

b. bed; 

c. TV; 

d. Tea Coffee making facilities; 

e. Telephone; 
2. Where possible there should be adequate space and facilities (e.g. chair, writing surface for working in the room, wheelchair access). 

3. The location of the hotel must provide a degree of personal safety. 

4. There should be reasonable security arrangements within the hotel (e.g. secure car parking, door locks, adequate lighting). 

5. The surrounding areas should be salubrious with minimum noise during the quiet hours. 

6. The restaurant facilities should be available offering table d'hôte menu at a reasonable price of three courses with coffee. Special requirements to meet religious and dietary needs should be met. 



 Annex D: Overseas subsistence rates and allowances

Overseas subsistence rates

The rates payable are the Foreign and Commonwealth Office rates (see Annex E). 

Incidental allowance

£10 flat rate for each overnight stay. 

Climatic clothing

£175 not more than once every three years. 

Luggage

£50 not more than once every two years. 



Annex E:  Foreign and Commonwealth Office Overseas Rates
Overseas subsistence rates

The rates payable are those maintained and issued by the Foreign and Commonwealth Office (FCO) and are available on the HMRC website http://www.hmrc.gov.uk/employers/emp-income-scale-rates.htm under "Benchmark scale rate expenses payments: accommodation and subsistence expenses payments to employees travelling outside the UK."

The period for calculation of subsistence rates commences from the time of arriving overseas to the time of leaving. It might be a combination of 5, 10 and 24 hour periods. 

Time spent travelling by air or Eurostar is not included.

· 5-hour rate applies for periods of 5 hours or more spent overseas. It covers lunch and 1 extra tea/coffee. 

· 10-hour rate applies for periods of 10 hours or more and covers lunch, dinner and 2 extra teas/coffees. 

· 24-hour rate is the total you can claim for any 24-hour period. It includes the cost of accommodation and all meals. 

· Residual rate covers lunch, dinner and two extra teas/coffees and breakfast where this is not included in the room charge. 

· Accommodation rate covers the cost of accommodation only. 

The overseas subsistence allowances are mainly flat rates and receipts are not required. If the rate is 'actuals', receipts are required.   Subsistence rates are shown according to class:

· Class A - band 5 (SEO) and above 

· Class B - bands 1-4 (AA-HEO) 

In Canada and the USA there are three classes:

· Class A1 - Director and above 

· Class A2 - band 5 and below Director 

· Class B - bands 1-4 (AA-HEO) 

For many locations, the same rate is payable regardless of grade.

Exchange Rates: Current and historical average exchange rates can be accessed at http://xe.com/ict [image: image2.png]


. A link to this site is provided directly from the SAP travel manager.
