Responses to consultation on revised expenses policies
Various typographic and nomenclature issues have been changed following the helpful comments.

Most comments were around the authorisation procedure and the use of the College Travel Agent.
Specific comments and any amendments made to the policies are summarized below :

Travel and Subsistence Policy
The new policy requires expenses to be signed off by the Head of Department or an authorised signatory (who should not be junior to the claimant).  This is an important control and so has not been amended following the consultation.  However, Heads of Departments are invited to agree a proposed list of signatories to Julie Shephard for agreement with the Director of Finance to ensure the administrative burden is minimised where possible.  Heads of Department claims should be signed off by the Pro-Warden.

Paragraphs 2.3 and 3.1 were widened to include other expenses in addition to travel.
There was a request to extend the deadline of 8 weeks for submission of your expenses claim in Para 2.7 allow staff to prepare their expenses claim after term time i.e. in the vacations.  The deadline has been extended to three months.  However, staff are urged to submit claims promptly.  
There were a number of comments concerning the use of the College Travel Agent, Key Travel. The expenses policy has been amended to confirm the overriding need to be able to demonstrate value for money – see section 3.7.  We would also draw your attention in particular to Para 3.7.3 which allows for use of low cost airlines and also Para 3.8 which allows for booking using a College purchasing card.  
One of the purposes of this policy is to ensure that the College gets best value for money from travel and subsistence expenditure.  We have therefore added an explanatory paragraph to give staff sufficient flexibility to utilise cheap deals that may not be available via the College.  The expenditure will be monitored to confirm that this does not create an administrative burden or increased costs.  Staff who do this may be contacted by a member of the Finance team to confirm the process that they undertook to ensure value for money and should have any necessary information etc available. 

Staff also asked about short journeys around the South East area.  We have added a new paragraph 3.7.2, which sets a de minimus level of £50 journey, where it is acceptable to purchase from a website or from the station. 

The section on external courses and conferences has been moved to the travel and subsistence policy as it was suggested that this was more logical for staff.

Paragraph 3.19 was expanded to require agreement from the Head of Department.

In Para 3.20, the overseas authorisation form in appendix c is referenced.  In order to comply with our insurance policy, we need to have advance notification of travel.  Heads of Department should be aware of their departmental staff who are travelling overseas, particularly if it is being paid for out of the departmental budget (rather than a research grant).  The process has been simplified to require confirmation only by the Head of Department and notification to Finance.  Costs will be monitored to confirm that this ensures sufficient control.

We have added a notice on data collection to the overseas travel notification form.
Business Entertaining Policy
Para 1.3 in the business entertaining policy covers in house catering.  A small number of comments were raised about this.  We have a contract with our caterers which does have certain restrictions.  However, Para 1.3 has been expanded to allow for the use of external caterers in specific circumstances.  We are currently tendering for new catering contracts.  Following award of this contract, we may need to amend this policy.
We have also changed Para 1.3 to allow staff to claim their own meal.  However, the guidance on gaining approval for this business entertainment has been expanded to require prior approval by the Head of Department. 

A query was raised about Para 4.2 in the business entertaining policy which quotes HMRC guidance for attendance at conferences.  Questions should be directed to Management Accounts or the Director of Finance for specific clarification on this issue.

If you would like to speak to someone in Finance about the expenses policies and how to administer them in general, please contact Julie Shephard in the first instance, who will be able to direct you to the most appropriate person to speak to in Finance.
