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	Summary
The purpose of this report is to recommend a system of reimbursement of expenses incurred by Directors in the course of work on behalf of the Company.
  


	1.
	Background


	1.1
	It is important that HLH sets out clear guidelines for Directors on a scheme of expenses and how they can claim appropriate expenses incurred whilst carrying out their duties for HLH.


	1.2
	Directors of HLH are entitled to claim for travel and subsistence expenses, together with other expenses actually incurred in carrying out duties as Directors.  A proposed procedure for this is outlined in Appendix 1.



	2.
	Code of Conduct and Guidance on the Acceptance of Gifts and Hospitality


	2.1
	A proposed Code of Conduct for Directors and Guidance on the Acceptance of Gifts and Hospitality will be presented at the October Board meeting.


	Recommendation 
It is recommended the Directors :
1. Agree the allowances and process for claiming expenses outlined in Appendix 1, and
2. Note that a Code of Conduct for Directors and Guidance on the Acceptance of Gifts and Hospitality will be presented at the October Board meeting.
  


Signature:

Designation:

Assistant Chief Executive, The Highland Council
Date:


13 September 2011  
APPENDIX 1
High Life Highland

Expenses for Travel and Subsistence

PAYMENT OF EXPENSES TO BOARD DIRECTORS
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1.
INTRODUCTION
1.1
This document details the levels of expenses for travel and subsistence that can be claimed by Directors. 

1.2
Directors appointed by The Highland Council should continue to claim expenses incurred, as normal through the Highland Council.
2.
APPROVED DUTIES

2.1
Attendance at a meeting of the Board or any of its committees or sub-committees.

2.2
Attendance at any meeting, conference or event to which the member has been appointed or invited by the Board or a committee to attend.

3.
TRAVEL EXPENSES

3.1
Allowances

The allowances for travel by private car, motorcycle and bicycle are as follows:

· 40p per mile for travel by car or van

· 24p per mile for travel by motorcycle

· 20p per mile for travel by bicycle

· 5p per passenger per mile where both the passenger and the Board Member are carrying out any approved duty

Travel by public transport is expected to be by standard/economy class for the vast majority of journeys.  Cost effectiveness and value for money should be considered when choosing mode and class of travel.

3.2
Taxis


Should it be necessary to travel by taxi, Directors will be reimbursed on production of a valid receipt.

3.3
Receipts 


Receipts are required for:

· Parking charges – receipted costs of expenses incurred.

· Road Tolls – cost of expenses incurred

· Road pricing/congestion charges – receipted costs of expenses incurred.

· Ferry fares for cars/motorcycles and bicycles – receipted costs of expenses incurred.

· Taxis

· Public transport costs (tickets or receipts to be produced)

3.4
Parking fines or tow away fees will not be reimbursed.

3.5
For the purposes of calculating claims, a Directors can claim expenses associated with travel from either their normal place of work or residence (his/her home) to High Life Highland HQ or other locations to conduct Company and Board business.   

4.
SUBSISTENCE ALLOWANCES
4.1 Meals

Where a Director is required to carry out Company business outwith Company offices/venues the actual cost of reasonable expenses incurred for meals may be reimbursed on production of a receipt.  The upper daily limit has been set by regulation and only receipted costs will be reimbursed up to the upper limits of:

a. Breakfast 
- £8 per day (before 12 noon)

b. Lunch 

- £12 per day (between 12 noon and 1600 hrs)

c. Dinner

- £25 per day (after 1600 hrs)

These allowances will only be reimbursed where High Life Highland has not provided meals or refreshments.

4.2 Overnight Subsistence Rates


Where a Director has an overnight stay away from home there are upper limits of £110 for the UK and £131 for London to cover bed and breakfast.  These are maximum amounts that will only be reimbursed on production of receipts.


Where a Director travels overseas on High Life Highland business the London rate of £131 per night for bed and breakfast will apply. These are maximum amounts that will only be reimbursed on production of receipts.

A receipt is required for any claim made and re-imbursement will be made at the receipted amount up to the above maximums.

Family and Friends rate £25

No receipt required but the name and address must be provided.

5.
CLAIM FORMS

5.1
Standard claims forms must be completed detailing all relevant information about claims.  Receipts must be attached where appropriate. Claims should be made either after incurring expenditure or at least on a quarterly basis.  

Completed claim forms should, unless and until otherwise advised, be returned to the Principal Business Support Officer. 

