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UK Travel & Expense Policy
Travel
This travel and expense policy aims to guide employee’s expenses during qualifying business journeys. Qualifying journeys must meet the following conditions:

-  First, the travel must be in the performance of an employee’s duties or to a temporary place of work, or on a journey that is not ordinary commuting.

- The employee should be absent from his normal place of work or home for a continuous period in excess of five hours or ten hours.
Subsistence allowance during qualifying journeys
As part of the qualifying business journey, you may incur costs for subsistence (breakfast, lunch, dinner, etc.). You can reimburse actual costs if the claim is supported by receipts and provided that the cost remains below maximum rates.

Maximum amount of meal allowance: 
 £6 for breakfast, employees can claim reimbursement of these costs provided that they leave home earlier than usual and before 6am and incur a cost on breakfast.
£15 for lunch, lunch costs can be reimbursed where the employee is on a business trip for a period of at least 5 hours (and is more than 5 miles from their normal base, if they have one). 
[bookmark: _Hlk151537480]£25 for dinner - Dinner costs can be reimbursed where the employee has to work later than usual, finishes work after 8pm, having worked their normal day and has to buy a meal before the business journey ends. This means that employees cannot claim for costs of meals taken after they get home. Costs must be incurred whilst they remain away from home and their normal place of work. 
[bookmark: _Hlk151717074]For overnight stays, where employees spend the night outside their homes for business, the rate for diner will be £35, and breakfast rate will be £15.
HMRC will not accept that “lavish” meal costs can be reimbursed tax-free. This includes the cost of alcohol included in any claims. As a result you should avoid incurring such costs and in the event that any receipts include alcohol this portion of the bill will not be reimbursed/will be treated as taxable. 
The practice of “stocking up” at the beginning of the week, spending £25 at the supermarket is not allowed. We are required to show, if audited, that the employee has spent the £5/£10/£20 on the specific day when they were travelling on business. The employee needs to incur that cost as part of the travel. 
Please note that we will conduct periodic checks to ensure that business travel was undertaken on the day that the costs were incurred.

 The employee should have incurred a cost on a meal (food and drink) after starting the journey and retained appropriate evidence of their expenditure. Costs incurred for parking, tolls, airfares, train, etc., are exempt from  tax and NIC charge. 




Overseas travel 
There are published rates available if an employee travels outside of the UK, covering meals and accommodation. These rates are detailed in https://www.gov.uk/guidance/expenses-rates-for-employees-travelling-outside-the-uk HMRC’s guidance for employees travelling outside the UK.

For Advisory Fuel rates and Mileage allowances, please refer to HMRC website.


Advisory fuel rates - GOV.UK (www.gov.uk)
Travel — mileage and fuel rates and allowances - GOV.UK (www.gov.uk)
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