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1 Background
The purpose of this document is to set out British Taekwondo (BT)’s policy on the
reimbursement of travel, accommodation, subsistence and other expenses whilst on
BT business. The policy aims to ensure:
•
•
•

Value for money is maximised when booking travel and reclaiming expenses.
Personal safety is not compromised whilst travelling on BT business.
BT remains compliant with HMRC regulations in relation to the reimbursement of
expenses.

Guidance on how to complete the BT expense claim form is set out in section 5 below.
2 Travel
Rail and air travel
Train and air tickets should be purchased as far in advance as possible in order to
obtain the best value for money. Flexible/open tickets should be avoided due to the
high cost. Tickets should be standard class, unless in exceptional circumstances where
it can be evidenced that first class is a cheaper option.
International air travel should be approved in advance by the Chief Executive using
the requisition form set out at appendix I.
Car hire
BT will pay for car hire where either the employee does not have use of their own car;
where the employee needs to drive whilst abroad on BT business; or for UK travel in
excess of 100 miles. In addition to paying for the hire car, BT will reimburse the cost
of petrol in relation to business usage of the car.
Taxis
BT will reimburse the cost of taxi fares but will not cover the cost of tips. Taxis should
only be used where the use of public transport is not practical, or for employee safety
reasons, eg travelling late at night.
Car parking and tolls
BT will pay for the cost of car parking and tolls whilst on BT business. For city centre
parking it is recommended that employees investigate the most cost-effective car
parking options before travelling.
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Mileage
In order to comply with HMRC requirements, when claiming mileage for travel to a
meeting/workshop the amount claimed should be the shorter of either:
•
•

The mileage from the claimant’s normal place of work (eg the Manchester office)
to the meeting; or
The mileage from the claimant’s home to the meeting.

The mileage rate for BT employees, contractors and volunteers is 45p per mile for the
first 10,000 miles and 25p per mile thereafter.
Please note that where business mileage is claimed, claimants must ensure that they
have business cover in place on their car insurance policy. An element of the mileage
rate above is to cover any additional costs incurred by an individual as a result of
adding business cover to their motor insurance policy. Arranging this is the
responsibility of the individual claimant and should be in place prior to using a
personal vehicle for any business trip. If an individual does not have business cover in
place and is involved in an accident whilst on company business their car insurance
may be invalid.
3 Accommodation
BT will pay for the cost of overnight stays whilst on BT business subject to the following
conditions:
•
•
•

The event, seminar, meeting, etc commences before 9.30am and the travel time
to get there is in excess of one and a half hours.
Accommodation should be booked as far in advance as possible to obtain the best
price.
Unless there are exceptional circumstances agreed with the relevant budget
manager, accommodation will be reimbursed at a maximum of £60 per night.
This maximum is increased to £75 per night for city centre accommodation.
Where possible budget hotels, such as Premier Inn and Travelodge should be
used.

With regard to London accommodation (and other European capital cities), it is
recognised that the cost can be significantly higher than elsewhere in the UK. If
accommodation in London is required, it should be booked as far as possible in
advance and the cost should be approved in advance by the Chief Executive.

4 Subsistence and meals
There is a difference in the tax treatment of subsistence, working lunch/dinner and
business entertaining, therefore it is important to distinguish between these when
claiming expenses. Further details of what type of expenditure falls into each category
are provided below.
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Subsistence
Subsistence relates to the cost of meals/refreshments for BT staff whilst away from
home on business, such as an evening meal. Day subsistence will also be paid when
working away from a staff member’s normal place of work where the staff member is
required to leave home before 7.00am and/or return home after 9.00pm. Only nonalcoholic drinks may be claimed for.
The rates for subsistence are as follows (note in all cases receipts must be provided):
•
•
•
•

Day subsistence:
Breakfast (when leaving home before 7.00am) – up to £10
Evening meal/drinks (when arriving home after 9.00pm) – up to £20.
Overnight subsistence:
Breakfast – up to £10 (unless included in room charge)
Evening meal/drinks – up to £20.
The cost of tips is at the discretion of the individual and will not be reimbursed by BT.
Other than working lunches and business entertaining (see below), BT will not
normally pay for the costs of lunch or snacks during the day as staff members would
be expected to cover the costs of these themselves, irrespective of location.
Working lunch/dinner
This relates to meals for BT staff in relation to BT work related meetings that happen
over lunch or dinner (other than away from home subsistence), for example a team
meeting. The normal protocol is for the person who has arranged the meeting and
paid for the lunch/dinner to claim this cost back on behalf of all attendees.
For tax purposes it is important that the number of employees attending is indicated
either on the expense form or on the relevant receipt. Working lunches can be
claimed up to a maximum of £10 per person. Only non-alcoholic drinks may be
claimed for.
Business entertaining
Business entertaining, also referred to as ‘Hospitality’, relates to instances where one
or more BT employee(s) entertains one or more third parties for business purposes.
As a rule, there should be at least as many third parties as there are BT employees. An
example might be a business lunch with a stakeholder.
HMRC requires that any ancillary costs of entertaining, eg the cost of transport to and
from the restaurant, should also be classed as business entertaining. For example, if
a taxi is taken to the restaurant the cost of this should be included in the business
entertaining column of the expense claim form.
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It is an HMRC requirement that for all business entertaining, details are provided of
the names of those present and the reason for the expenditure. This information
should be included on the expense claim form or written on the relevant receipt.
There is no official limit to this expenditure however employees should be aware of
the need to keep this to the minimum necessary. Reasonable expenditure on alcohol
may be included in the claim.
5 Expense claim procedure
5.1 Submission process
The process for submitting expense claims is as follows:
•
•
•
•
•
•

The latest version of the expense claim form can be obtained by emailing
Finance@britishtaekwondo.org
Number all of your receipts (1, 2, 3, etc) and staple these to an A4 sheet(s).
Complete the form electronically in accordance with the guidance in section
5.2 below.
Use the ‘claim reference number’ as the file name when saving it (see 5.2
below).
Email the completed expense claim form plus scanned copies of the receipt
sheets to Finance@britishtaekwondo.org.
The expense claim will be approved in accordance with BT’s Purchasing and
Delegated Authority Policy via Approval Max.

5.2 Completing the expense claim form
When completing the expense claim form please fill only the grey input cells, other
cells will update automatically.
The expense claim form contains two sheets - the detailed claim form and the
mileage details sheet.
•
•

•

Bank details - when you first submit an expense claim form please also
separately provide BT’s Finance Officer with your bank details.
Claim reference number - the ‘Claim Ref’ is the unique number for each
expense claim that you submit. The format of the number is your initials
followed by the sequential number of the claim using three digits. For
example, the second expense claim that Jo Bloggs makes will have the
reference number ‘JB002’. Please make sure you fill the correct number in
for each claim.
Mileage claims - where a mileage claim is being made, the second sheet of
the expense form should be completed. The monetary value of the mileage
claimed will automatically update on the first sheet of the claim form. For
each journey a confirmation of the mileage should also be sent with the
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•

claim, eg AA mileage confirmation: https://www.theaa.com/driving/mileagecalculator.jsp.
Receipted expenses - enter details as follows, starting with receipt 1:

Column A

Date expense incurred (as per receipt).

Column B

Details of the reason for the expense, eg delivering
coaching session, meeting with funder, etc.
Where the expense relates to an event, eg national or
international competitions, enter the event code. If you are
unsure of the code enter the name and date of the event.
The number you have given each receipt.
The amount of expenditure as per your receipt entered
into the relevant expense column.
This column updates automatically so please don’t
enter anything here.

Column C

Column D
Columns E to K
Column L

5.3 Expense claim payment
The total amount due to you will be transferred to your bank account on the
next payment processing date, usually the same week as the claim is signed off.
Payments are usually credited to your bank within 24 hours of being processed.
Only a correct and complete expense form can be processed quickly. A few extra
minutes preparing it will ensure an accurate and fast reimbursement. If you are
experiencing any problems with your form, please contact Finance
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Appendix I

INTERNATIONAL AIR TRAVEL AUTHORISATION FORM
Date of request:

Name of requisitioner:

Estimated cost:

Date of proposed travel:

Details and reason for travel:

AUTHORISATION:
Chief Executive
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