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1. About this Policy 

This policy covers expenses incurred by employees, freelance staff and volunteers. 

Claims must be for expenses actually incurred through necessary travel on Garage 
business. Where the expenses are to be recharged, the expenditure must be in 
accordance with any contract or agreement made with the Garage and the third party. 

Receipts must be provided for all expenses incurred (made out, if possible, to The 
Garage) please attach these to claim form / invoice so that VAT expenditure can be 
reclaimed, where possible, by The Garage.  All claims must be made within 1 month of 
the date of travel. 

If you are in doubt about the application of this policy, ensure that you discuss with your 
manager prior to booking travel or arranging meetings. 

2. Choosing the Means of Travel 

2.1 In every instance please ensure that the most economical method of transport is used 
and that tickets are booked as far in advance as possible to ensure the cheapest fares. 

2.2 For any claims where the cost is likely to exceed £250, approval must be gained from 
The Garage prior to booking. 

2.3 Travel by Rail 

2.3.1 Efforts should be made, where possible, to book in advance as this is cheaper 
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2.3.2 The Garage will pay for standard class travel only 

2.3.3 Where possible, claimants should travel off peak and when travelling in London 
travel cards should be used whenever possible 

2.4 Travel by private car 

2.4.1 Mileage allowances are 45p per mile for the first 10,000 miles each tax year and 
following that 25p per mile, irrespective of car engine size 

2.4.2 The Garage will pay toll and parking charges but only if the use of a car is 
economically the best alternative. The Garage will not pay for any parking fines. 

2.4.3 The claimant is responsible for ensuring that their vehicle is insured for travelling 
on The Garage company business. The Garage will not reimburse any costs 
associated with: motor insurance, accidents, repairs or vehicle recovery. The 
Garage will settle claims for mileage only on the understanding that adequate 
cover exists and that The Garage is indemnified against third party claims.  

2.4.4 The claimant is responsible for ensuring that they drive safely and in accordance 
with the law. The Garage will take no responsibility for fines or penalties acquired 
whilst the claimant uses their vehicle for company business.  

2.5 Travel by Taxi 

2.5.1 Taxis should be used only in exceptional circumstances and where possible 
added to The Trust's account with the relevant taxi company. When not on 
account, receipts must be provided for all claimed-for journeys 

2.5.2 Acceptable reasons for using a taxi include: 

a) when there is no public transport available, especially when travelling early in 
the morning or late at night when public transport is not running regularly;  

b) when the claimant has a temporary or permanent disability;  
c) when the claimant has heavy luggage to carry;  
d) when it is more important that the claimant saves time;  
e) when the claimant may be concerned for his/her physical safety.  

2.6 Travel by Air 

2.6.1 The Garage will pay for economy class travel only and expects all contractors 
and other third parties to travel on the most economical route.  Flights should be 
booked in advance and travel arranged ‘off peak’ wherever possible to take 
advantage of reduced fares. Permission from a line manager must always be 
sought before any flights are booked. 

3. Subsistence 

3.1 Subsistence claims will only be paid for amounts actually incurred and must be 
supported by VAT receipts. 

3.1.1 Breakfast: when staying away on company business, claims for the standard 
hotel breakfast and a national newspaper are allowed. 

3.1.2 Dinner: when on company business an individual is away from his/her office 
base and does not expect to be home before 8pm, then up to £10 per head is 
allowed, increasing to £20 per head if the individual is away overnight at a hotel. 

3.1.3 Alcohol: The Garage will not pay for alcoholic drinks 
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4. Overnight Accommodation 

4.1 Where overnight accommodation is unavoidable the following guidelines apply: 

4.1.1 Claimants required to be away on The Garage business may stay at a hotel or 
Bed and Breakfast offering en suite accommodation. The choice and cost of 
accommodation will depend on availability and location, but as a general 
guideline this is expected to cost below £100 per person per night. 

4.1.2 Please note that the cost of bar drinks and personal telephone bills or in room 
entertainment costs resulting from overnight stays will not be reimbursed. 

5. Travel which may not be claimed 

5.1 Claims will be rejected if the claimant holds a season ticket for the journey. However, if 
the season ticket covers only part of the journey, the claimant will be reimbursed for the 
extra cost. 

6. Triangulation rule 

6.1 This rule applies to staff members who do not live in Norwich. The principle of this rule 
is, to quote the Inland Revenue: you may claim…”the lesser of the travel and 
subsistence expenses actually incurred; and the expenses which would have been 
incurred if the journey had started and finished at the normal place of work". 

6.2 If the staff member is travelling by car to a meeting/workshop/event from their home, 
they need to calculate the total miles from home to the meeting place then deduct the 
normal home to office mileage (return) and claim the difference. 

6.3 If the staff member is travelling by car from home to a meeting/workshop/event that is 
less distance that it would take to travel from the Garage they are only able to claim the 
shorter distance. 

6.4 If the staff member is travelling by train they will be able to claim the total cost of train 
tickets, as long they are not significantly different for the costs to travel from Norwich to 
the meeting. This is subject to the discretion of the line manager, must be agreed in 
advance and will be signed off on expenses claims. 

7. Entertaining and hospitality 

7.1 As a general rule, The Garage will not reimburse entertaining or hospitality costs.  The 
Directors may, from time to time, provide hospitality to stakeholders which can be 
reimbursed.  Such occurrences should be at undertaken at an appropriate level. 

8. Other work related items 

8.1 The costs of other items purchased on behalf of the Company will be reimbursed. 
Approval must be obtained prior to the expenditure being incurred. 

9. Monitoring and Review 

This policy was last updated on 5th August 2021 and will be reviewed and republished 
no longer than two years after this date. 

10. Related Policies 

 Health and Safety Policy 
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 Lone Worker Policy 

 Remote Working Policy  

 


