EDINA TRUST

[bookmark: _Hlk133395210]Guidance on Travel and Subsistence Claims[footnoteRef:2] [2:  First approved by Trustees in December 2012; amended 2013 (EW); 2016 (EG). Subsistence rates changes made in February 2017 (approved by EMS & SM) and approved by Edina Trust Trustees in September 2017. Alignment with HMRC checked and updated July 2022. Clarification of TOIL and recovery Sept 2025. ] 


General points:
1. The general responsibility of all employees, consultants, volunteers and trustees is to ensure value for money, consistency, and propriety in the management of all charity resources – taking into account that charity funds are, in effect, public money. In controlling expenditure on travel and subsistence managers have extra responsibilities for their staff, namely to:
· ensure economy and value for money,
· certify claims are valid, and 
· ensure that a consultant using their own or a hire car for official charity business has the necessary insurance cover required by the charity.

2. Wherever possible, travel costs and subsistence payments should be reclaimed against actual costs incurred during official charity business activities.

3. It is expected that receipts will normally be submitted for all items claimed (an exception being a mileage claim for use of own car).

4. Rail travel should be by second class, and air flights would usually be economy class (however, see possible exceptions under foreign trips section item 20).

5. You must claim using a charity claim form and, if relevant, a mileage statement form.

6. You should aim to claim as soon as possible after the event, and no later than one month after the event or earlier if it is close to the financial year end at the end of March. Contact your line manager if your claim will be late. 

7. The expectation is that you will always travel the cheapest way to external events; if there are good reasons to travel by a more expensive form of transport you need prior approval from the Edina Trust Secretary.

8. For any exceptional expense you need prior approval.

9. Local taxis can only be used when: 
· this is cheaper than the alternative,
· it is the only way to reach a meeting on time, or
· this is the safer travel option, i.e., when travelling at night (not recommended – see Health and Safety policy).

Car usage and insurance 
10. Where a personal vehicle is needed, the owner/driver will perform safety checks of the vehicle; tyre pressure, wear and tear, oil, water etc. 

11. A personal vehicle must have adequate insurance - specifically ‘business cover’, sometimes referred to as ‘occasional business use’ (OBU) cover (terminology may vary between insurance providers) - to be used for work purposes beyond commuting. This could be an activity for the charity such as:(Not an exhaustive list)
· Driving to a meeting (not at Unit 6)
· Picking up a colleague or visitor from the train station 
· Carpooling with colleagues to a work function 
· Visiting a charity project. 

Most car insurance policies cover ‘social, domestic, pleasure and commuting (SDP&C)’. A car insurance policy may not cover OBU as standard (although some insurers do). OBU cover must be in place before travel. 

OBU does not usually cost the car owner more than their standard insurance, but if an insurer does charge more, a breakdown of costs should be requested from the insurer, and permission sought from the line manager to expense the additional cost. If OBU is added to an insurance policy mid-way through the policy term the insurer may charge a small admin fee. Approval should be sought from the line manager and this admin cost expensed. 

Car mileage rate
12. The charity’s car mileage rate is 55p per mile for the first 200 miles of any round trip, after which the rate drops to 25p mile per mile[footnoteRef:3].  [3:  Reviewed July 2026 and in line with HMRC guidance.] 


13. When travelling by car you can claim to be reimbursed for parking, garaging, tolls or congestion charges incurred in relation to the official business.

14. Fines for motoring offences, including parking will NOT be reimbursed by the charity.

Subsistence
15. The charity expects to reimburse against actual costs, and the submission of receipts, rather than use a set of subsistence rates. However, it provides the following guidance on acceptable subsistence rates aligned with HMRC published rates. KT and ET will review HMRC published rates at least annually. 
(Ref: https://www.gov.uk/government/publications/marine-licensing-fees/travel-and-subsistence-costs)

Table 1: Guidance on acceptable subsistence rates aligned with HMRC
	Employee subsistence rates
	Upper limits

	One meal (5 hour) ceiling
	£5

	Two meal (10 hour) ceiling
	£10

	Three meal (12 hour) ceiling
	£15

	24 hour ceiling
	£25


The period travelling is defined as the time from leaving home or the office to return.
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16. Staff can submit receipts for food and drink requirements above these guidelines within reason and must consider value for money. Staff should consider bringing their own food and drink when possible. There will be circumstances e.g., long train travel and flight travel, and city locations, when economic/cheaper subsistence options are not available. Plan and ensure all claims made are fair and reasonable. If a meal and/or drink is provided as part of the work away, then this should be considered when judging what extra items it is appropriate to claim. 

Subsistence expenses should not be claimed:
· if a meal or beverage is not purchased,
· if meals have been taken at home,
· if meals/drink are provided during a training course, conference, or similar activity, 
· if meals/drink are provided on the train or plane and included in the ticket cost,
· for any alcohol*.
*See item 18 ‘meals out’ for the exception. 

If a consultant has concerns about trip plans and subsistence claims, speak to the Edina Trust Secretary. 

17. [bookmark: _Hlk133397270]Meals out: It may be necessary to partake in staff group meals out or dine out individually if away. For meals that have not been pre-arranged, the choice of meals and beverages consumed should be modest and reasonable with value for money achieved and food being the main part of the total bill. Alcohol is a permitted expense with food for an evening meal claim. Consultants who choose to consume alcohol must do so moderately and responsibly. Alcohol consumed without a meal cannot be expensed. Meal rates cannot be accumulated. If personal choice is to dine at a more expensive establishment, this cannot be expensed, and should be paid for by the individual. Where meals are included in overnight accommodation, meals may NOT be claimed if taken elsewhere.

If a charity credit card is used to purchase a meal out the full group dining assume joint responsibility for the expense, not just the credit card holder. 

Health and Safety note: it is very important to stay hydrated and eat sufficiently when travelling. 

Overnight accommodation 
18. Table 2: Guidance on acceptable overnight accommodation rates aligned with HMRC
	Location
	Upper limit

	London 
	£130

	Bristol
	£100

	Warrington
	£90

	Reading
	£85

	All other UK locations
	£75
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Consultants should research the rates of affordable secure accommodation local to the area required as a guide: example Premier Inn and Travelodge type accommodation. If prices exceed the guidance tables consultants should seek permission from the Edina Trust Secretary. 

This guidance may be changed from time to time. In exceptional circumstances, the Edina Trust Secretary has discretion to waive specific aspects of the guidance if adhering to them would result in a consultant being significantly out of pocket. Guidance may be adapted for medical reasons. 

Reviewed: July 2026 
Next review date: September 2027
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