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Travelling on College Business 2011/12 
 

� Do not buy your own travel insurance for travel on College business.  It is a waste of 

money, since the College covers you automatically.  Additional travel insurance costs will 

not be reimbursed.  The only exception is for travellers over the age of 75, who are not 

covered by the College's insurance.   

� All forms mentioned in this document are available from the College intranet. 

� Before travelling overseas check the Travel Insurance (Disturbed Areas) document on 

the Intranet (http://intranet.rvc.ac.uk/AdminInsurance/Documents.cfm). 

� In the event that you have a general travel insurance related query, please contact 

Claire Delaney, PA to the Director of Finance, on ext. 5132.  

 
 

SECTION 1 - INTRODUCTION 

 

This document sets out the travel and subsistence rates applicable to both the UK and 
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SECTION 3 – PROCEDURES  

 

The following procedures apply to all travel and subsistence expenditure incurred on College 

business, including that funded by external research sponsors and private donations.  The 

rules apply to all staff, students and visitors whose claims are to be met by the College. 

 

3.1 AUTHORISATION OF EXPENDITURE 

 

Permission to travel must always be obtained before undertaking any overseas trip using the 

Leave of Absence Form (http://intranet.rvc.ac.uk/AdminFinance/Forms.cfm) and must be 

approved by the Principal. 

 

No one may authorise his or her own expenses.  Expense claims must be authorised by 

someone sufficiently senior to challenge their validity, normally your line manager.  The 

Principal must countersign heads of Departments’ claims.  The person authorising the claim 

must ensure the total claim does not exceed the maximum daily allowance listed below and 

that appropriate evidence of expenditure (receipts or invoices) is attached.  Please note, 

credit card slips, bank statements or copy cheques are not appropriate evidence of 

expenditure.  Claims must also be supported by original receipts where available as refunds 

claims for such items shall not be authorised without the appropriate receipt(s). In case of 

doubt, please refer to the Assistant Director of Finance on ext. 5141 based at Camden for 

guidance. Note: The expense claim form can be downloaded from the following link on the 
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3.2.2 Subsistence Rules 
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documentary evidence supporting the request. In the event that authorisation for the 

expense has not been granted prior to travel, any/all accommodation related expense 

incurred directly over and above the subsistence limits shall not be reimbursed, with the 

exception of extenuating circumstances as per indicated below.     

� In the event that approval for accommodation related expense has not been obtained 

prior to travel, any/all accommodation related costs incurred directly by the member of 

staff will only be reimbursed under extenuating circumstances, subject to approval by 

both the line manager and the Assistant Director of Finance, and subject to full 

documentary evidence being supplied by way of original receipts to support the 

expenses claim form for actual expenditure incurred. 

� In the event that payment of an accommodation expense made via the use of a College 

corporate account set-up directly with an accommodation provider, or an expense paid 

directly via the use of a College corporate card, has either not been duly authorised prior 

to travel and/or exceeds the subsistence limits specified without appropriate supporting 

justification, the College shall recover the excess cost incurred above the limit specified 

or the total cost of the accommodation (where deemed appropriate), directly from the 

individual concerned, unless approved by both the line manager and the Assistant 

Director of Finance.      

� The rates are intended to apply to fairly short periods.  For periods exceeding 30 days, 

special hotel discount rates should be negotiated or rented accommodation obtained. 

� For trips exceeding six months, the Assistant Director of Finance must be consulted prior 

to departure, particularly in relation to insurance.  

 

3.2.3 Accommodation with Friends/Family 

 

When staying with friends, relatives or colleagues has saved hotel accommodation costs, a 

Hospitality Payment of up to £25 per person per 24-hour period may be claimed.  You 

should claim whatever you have actually paid out, to a maximum of £25 per day.  Receipts 

must be provided in support of your claim, including ������	��	�	��
 ��
 ����
 ���	�


���	����
 ��
 ����
 ����.  Please ask your host to give you a receipt addressed to you with 

details of where (address) and when you stayed there. This rate applies worldwide.   

 

3.2.4. Alternative Accommodation Arrangements 

 

Where staff are travelling to remote locations where suitable hotels are either, not available 

nor practical, the College shall accept that staff may also stay at any form of accommodation 

of a reasonable standard (at a cost below daily subsistence allowances specified in this 

document) on condition that it is deemed to be both safe and secure by the individual 

traveller and does not pose any risk to the traveller’s personal safety. Suitable premises 
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3.2.5 Special Rates for London Hotels near Hawkshead & Camden Campuses 

 

Individuals authorised to stay at a London hotel on official College business shall be entitled 

to use only the following recommended hotels listed on Table 2 unless a cheaper alternative 

is booked directly by the individual or an appropriate alternative hotel is authorised by a line 

manager due to non-availability of rooms at the recommended hotels. With the exception of 

staying with friends, relatives or colleagues, a cheaper alternative (not less than 3 star or 

equivalent) shall not be authorised as the College 
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3.2.6 Personal Incidental Expenses (hereon PIE) 

 

Employees staying away from home overnight on business often incur minor additional 

expenses of a personal nature,  for example newspapers, laundry, phone calls home etc. 

 

The maximum tax-free reimbursements of PIE are: 

• within the United Kingdom (including  Northern 

Ireland) 

 

£5 per night (including VAT) 

• outside the United Kingdom 

 

£10 per night (including VAT) 

If incidentals have been included within a hotel bill and do not exceed the daily allowances 

you may simply claim the actual hotel bill in full. Receipts must be provided in support of 

your claim. 

 

In the event that PIE costs included within a hotel bill exceed the daily allowance, the cost of 

the excess will be directly recovered from the individual concerned. 

 

3.3 TAX LIABILITY 

 

Claims made in accordance with the procedures contained in this document, including those 

relating to PIE, do not need to be included in your tax return, or recorded for the purposes 

of Self-Assessment. 
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3.4 TRAVEL 

 

All travel for which reimbursement is sought shall be undertaken by the most economical 

and reasonably practicable means. Where business travel bookings are paid directly by the 

traveller as an out of pocket expense, claims must be made using the College's Expense and 

Travel Claim form (http://intranet.rvc.ac.uk/AdminFinance/Forms.cfm). 

 

3.4.1 Air Travel 

 

The following rules apply to all Air travel bookings: 

� All official College related business Air travel must be booked solely through Key Travel 

Ltd, the College’s officially appointed Air travel ticketing provider.  

� In the event that an individual can obtain the flight at the lowest cost through another 

provider, with documentary evidence supporting the fact, all details relating to the 

quotation shall need to be furnished to Key Travel such that the booking (at the reduced 

cost) can be made through and managed by Key Travel in order to ensure a single point 

of centralised control and compliancy with the ‘Duty of Care’ Act. 

� Flights can only be booked with an alternative travel provider under exceptional 

circumstances, subject to prior authorisation from the Procurement Officer and/or the 

Assistant Director of Finance and strictly on the basis that sufficient documentary 

evidence is provided to show that the total cost of the booking is lower than that able to 

be provided by Key Travel.  

� Though all RVC employees will be entitled to directly contact Key Travel with regards to 

obtaining quotations for potential business travel airline bookings, All booking 

confirmations given to Key Travel for official College related business Air travel must be 

supplied in writing through the issue of an official College Purchase Order raised via the 

College’s internal OPS system and signed by an appropriate line manager. The signed 

Purchase Order must then be sent to Key Travel by either fax or email. 

� Individuals travelling on official College related business shall only be entitled to travel 

on economy class fares. Where possible, Key Travel shall be advised to take advantage 

of 'special charity deals/negotiated fares’ where such fares are identified to be the 

lowest cost direct flight available as fares under this category incur a ‘Nil’ booking fee. 

� Travellers cannot specify a particular carrier solely to gain air miles or any other loyalty 

points at the expense of the availability of a lower fare from any other direct flight 

provider.   

� Air travel by first or business class must be approved in writing in advance by the 

Principal (or, in the case of the Principal, the Chairman of Council). 

� For UK mainland based business trips, an individual must travel by the most economical 

and reasonable means possible. An individual shall therefore only be authorised to book 

a domestic UK flight where the cost of the flight is no more than £25 (including booking 

fee) above the cost of travel by train and/or road,
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using the lowest cost economy airline. The College shall recover the full cost of any Air 

travel booking from an individual where an individual uses an unauthorised alternative 

carrier.   

� Any/all Air travel related costs incurred for bookings made by individuals travelling 

officially on College business not arranged through Key Travel shall not be reimbursed by 

the College except in the event that the cost of the airfare (including booking fee) is 

lower than that available from Key Travel and subject to approval strictly by the 

appropriate line manager, Assistant Director of Finance and Procurement Officer prior to 

travel and on the basis that all original supporting documentation is supplied with the 

claim. 

� In the event of an emergency or where an individual needs to purchase additional flights 

using their own personal means whilst on an official business trip overseas, the College 

shall reimburse the cost of the additional flight(s) at the sole discretion of both the line 

manager and the Assistant Director of Finance, and subject to all original documentary 

evidence being supplied with the claim. 

� No individual shall use a College Corporate card for the purposes of booking flights 

except In the event of an emergency whilst already travelling overseas. 

� The College shall recover the full cost of an Air travel booking from an individual where a 

flight booking has been made by the individual usin
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3.4.3 Private Motor Vehicles 

 

Private Motor Vehicles should only be used under the following conditions: 

• Where two or more College people travel together, so that the combined cost of their 

journey by public transport would exceed that calculated using the mileage rates. 

• Where the traveller is disabled or is assisting a disabled person. 

• Where bulky equipment is being carried. 

• Where the destination is not accessible, or require





 
 

13 
 

3.4.6 
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The mileage rates given above are calculated on the assumption that appropriate company 

car motor insurance is in place.  The College will not reimburse any additional premium costs 

incurred. 

 

Whether or not such additional motor insurance is obtained, the College will not accept 

liability for any injury or damage arising from the use of the employees' company car, except 

where such injury or damage is directly attributable to the negligent act or default of the 

College.   

 

This does not affect your statutory rights.   

 

All mileage claims must be submitted using the Expense and Travel claim form available to 

download from the RVC intranet (http://intranet.rvc.ac.uk/AdminFinance/Forms.cfm) and 

must include the following minimum information: 

• Date of travel 

• Journey start and end locations 

• Purpose of journey 

• Number of miles travelled. 

  

Where vehicles are hired, expense claims should be 
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3.5.1 Money for Travel in Advance 

 

Advances should only be sought in exceptional circumstances.  Applications for advances 

must be approved by your Head of Department and submitted to the Assistant Director of 

Finance for processing.  Advances will be treated as IOU's. 

 

On return to the UK, a claim must be submitted (in sterling) for the actual expenditure 

incurred on the trip, accompanied by 



 
 

16 
 



 
 

17 
 



 
 

18 
 

• Business Equipment taken on business trips    £1,500 

• Cancellation and Curtailment      £10,000 

• Personal Liability               £5,000,000 

• Legal Expenses (per journey)      £50,000 

• Hijack            £500/day (to max of £25,000) 

• Political and Natural Disaster Evacuation: 

Evacuation Expenses        £50,000 

(Where evacuation is not possible, a daily benefit for 

accommodation of £150. There will be an aggregate limit of 

£50,000 per insured event and in any one period of insurance). 

 

 

5.5 GEOGRAPHICAL LIMITS 

� Worldwide 

 

 

5.6 PRINCIPAL EXCLUSIONS 

� The cover afforded hereby specifically excludes the following:- 

• Flying other than as a passenger. 

• Persons over 75 years of age unless a certificate of fitness to travel has been 

obtained from a qualified medical practitioner.  

• Arising directly from any physical defect or infirmity which existed prior to the 

accident. 

• Travelling against medical advice or for the purpose of obtaining medical treatment. 

• Medical expenses as a result of drug or alcohol abuse by the Insured person. 

• Suicide, attempted suicide or self inflicted injury. 

• War whether declared or not. 

 

Note: The above list of exclusions is not exhaustive. If you have any concerns or would like 

to make reference to the policy schedule and wording, please contact Claire Delaney, PA to 

the Director of Finance, on ext. 5132. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 
 

19 
 

SECTION 6 - Overseas Subsistence Rates 

 Maximum Worldwide Subsistence Rates by Region March 2009 

 
These are to be used for guidance only. As the rates are currently being reviewed, they are subject to change. 

The HMRC rates are the absolute maximum subsistence rates allowable, anything over this will be taxable 
benefit. Their rates are based on a room rate plus 
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SECTION 7 – Top 10 Tips for Traveller Safety 
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10. 


