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(Issue 9 – March 2024)
Approved by Trustees on__May 2021___________________ 
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LEVEL TWO

SUBSISTENCE AND TRAVELLING EXPENSES
1 Subsistence and travelling expenses are paid in appropriate circumstances when you are away from your normal place of work on approved duty.

2 Where an employee or approved volunteer, is required to stay away from home overnight on Level Two business, a subsistence allowance may be claimed.  Accommodation will be booked by the Project to ensure best value.  Except in the event that such overnight stay is unforeseen, prior approval should be obtained and the overnight accommodation allowance agreed with the Project Manager.

3 In the event that an employee incurs exceptional expenditure for meals whilst on business, claims will be considered.

4 You will be reimbursed at the Standard Class travel rate for travel by rail or other appropriate public transport, or where a journey by car is appropriate, at the rate per mile applicable at the date of travel as notified from time to time.
5 The mileage rate for use of own car on Level Two business will be determined by the Management Board.  This rate will apply for Management Board members, staff and volunteers.

6 
Staff members must have a ‘business user’ clause in their private car insurance policy in order to claim mileage allowance.  

7
Current rates of mileage and subsistence allowances are shown in Appendix 1. 

8
All claims for expenses (except mileage rate) must be accompanied by receipts (see Appendix 2 for sample of expenses claim form).

LEVEL TWO

SUBSISTENCE AND TRAVELLING EXPENSES

APPENDIX 1

Mileage Rate

The rate from 6 April 2011, based upon the HMRC mileage rate and endorsed by the Level Two Management Board, is 45p per mile.  

Subsistence Rates

If away from normal place of work, (this includes not only the hub, but schools or other places we normally work) on business.

Over 4hrs


£7.50

Over 8hrs & up to 24hrs
£15.00

Over 24hrs (this would be with prior arrangement of the Project Manager & dependant on what meals are provided by accommodation booked)
Actual expenditure up to these limits can be claimed provided a receipt is presented. 
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EXPENSES CLAIM FORM





APPENDIX 2 

NAME :  ……………………………………………….    
                        VEHICLE REG. NO. ………………………………

	DETAILS OF JOURNEY
	DATE
	DETAILS OF JOURNEY
	MILES TRAVELLED OR AMOUNT CLAIMED
	COMMENTS 

	TRAVEL
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	SUBSISTENCE *
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	EXPENSES  *
	
	
	
	

	
	
	
	
	

	
	
	
	
	


*   Receipts to be attached

I certify:-

(a) 
that the claimed mileage and expenses were necessarily incurred by me on official duties and in accordance with my Scheme of

 
Conditions of Service

(b)
*  that my Car Insurance Policy covers business journeys undertaken on behalf of my employer (*Delete if inappropriate)

Claimant Signature :  …………………………………………………….    

Date :  ……………………………………………

Authorised By :   ………………………  Date & Method of Payment : ……………………………..  Treasurer’s Initials ………………
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