This model procedure should be adapted as relevant to your organisation.  Reasonable efforts are made to keep the information up to date and correct, but no responsibility for its accuracy and correctness, or for any consequences of relying on it, are assumed by Links.
CLAIMING ALLOWANCES AND EXPENSES PROCEDURE

All claims for allowances and/or expenses, as listed below should be submitted on the appropriate form together with relevant receipts to the (Finance Worker/Director/Treasurer) at the end of each month and will be subject to the approval of the (Director/Chair).

(a)
Mileage Allowances
Cars/Motor Cycles:  at the rate specified for casual users in the National Joint Council (NJC) Scheme of Conditions of Service (Green Book).

An employee cannot claim for journeys to and from work, unless the employee travels to a destination that is not their usual work place, e.g. going to/ from a meeting straight to/ from home.

(b)
Travel


All reasonable travelling expenses incurred during the course of employment (2nd class fares) including, under exceptional circumstances, journeys from work in hired transport, for example, after evening meetings or returning home through illness at work. 

(c)
Subsistence
Allowances at the rates specified in the NJC Scheme of Conditions of Service (Green Book).

Subsistence allowances are subject to NI and Tax.

(d)
Training

Reimbursement of all or part of the course fees and all travelling and other appropriate expenses, for further training when, in the view of the line manager (or Executive Committee where appropriate), such training is wholly or partly relevant to the job. Any necessary agreement to the reimbursement of fees should be sought prior to the booking being made.
Loans for annual season tickets

Interest free loans will be made for the purchase of annual season tickets (not First Class) from rail and/or bus companies, provided that no such loan exceeds the employee's average net monthly salary.  Loans are repayable monthly in ten equal instalments deducted at source from salary. Employees leaving before the loan has been fully repaid will have the balance outstanding deducted from their final salary payment.

Any other reasonable out of pocket expenses may be claimed, subject to the approval of the (Director or Chair).

Up-to-date rates of NJC mileage allowances are available from the Employers’ Organisation (local government) website at: 
http://www.lge.gov.uk
http://www.lge.gov.uk/lge/core/page.do?pageId=52694 (Need to log on to see this page)
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