	[image: image1.png]



	




EXPENSES CLAIM STANDARDS & PROCEDURES

(for GAWA staff and Associates)

These Standards & Procedures form part of the GAWA Quality Manual (BS5750 and ISO 9000).

1. GENERAL PRINCIPLES

1.1 Relationships with Clients

Relationships with our clients must be businesslike at all times and must be such as to serve the long-term interests of the company, its employees and shareholders.  Our business relationships should be fair and open, i.e. mutually beneficial and profitable but must of necessity always tend to remain at arm's length.  The giving of gifts or special discounts on the company's products or services to clients must always be approved by management.  To meet client expectations and to comply with their standards and procedures it may be necessary for GAWA staff and Associates to complete both a client expenses claim (where GAWA costs are reclaimed from the client by GAWA) and a GAWA claim form (where staff or Associates incur expenses which are reclaimable from GAWA).  

1.2 Relationships with Suppliers

Relationships with suppliers must be ethical at all times and we must protect our impartiality e.g. never propose a single source of supply to a client and fairly represent both pros and cons of any supplier.  Under no circumstances should personal gifts or favours in excess of £10 be accepted from suppliers without prior approval of GAWA management.  Where GAWA costs are incurred which can be legitimately reclaimed from suppliers, then individual arrangements will be made as appropriate.

2. GENERAL RULES

2.1 Receipts

All staff and Associates of GAWA will ensure that valid tax receipts for all expenditure above £10 (recalculated to cover any local non-UK currency) are obtained.

2.2 Entertaining

Unless prior management approval has been sought and obtained, then entertaining UK based clients (spends above £10) will not be allowed.  The entertaining (meals and transport only) of non-UK based client staff (either in the UK or elsewhere) will be reclaimable and will not be subject to prior approval when undertaken outside the UK.

2.3 Travel Types

2.3.1
Public Transport

All travel on public transport within the UK will be at the lowest available fare or ‘second class’.

2.3.2
Private Car

When using a private car (or other transport) claims will normally not be allowed from either staff or Associates for home base to Head Office journeys unless this visit is specifically requested an/or is en route to a client site.

When using a private car to travel from home to a customer site then the mileage from both home and head office will be calculated.  The lesser of these two figures may be recoverable from the customer (contract dependant) and either a standard agreed allowance or actual mileage will be reclaimable from GAWA by staff or Associates.

The current rate of repayment is £0.45p per mile for cars with a cubic capacity exceeding 2 litres and £0.37p per mile for all others.

2.3.3
Air Travel

When arranged by GAWA staff or management, for single or multi leg journeys of less than 3 hours, then economy tickets will be obtained.  Above these flying times, business or club class travel will be allowed.

When arranged and or booked by the client or his agent then GAWA staff will operate to the clients’ standards.

2.3.4
Taxis

Wherever possible public transport should be used but taxis will be allowable if the fare is less than £10 and particular circumstances warrant the spend.

2.4 Accommodation & Subsistence

Reasonable cost accommodation (equivalent to a UK 4 x * hotel) should be sought when operating outside the UK.  GAWA’s corporate travel agreement will normally be used to book accommodation (see Starwood Discounted Rates).

For single night stopovers within the UK, the equivalent standard to that of a Travel Lodge should be sought (approx £40 per room per night).

Whilst operating away from either home base or Head Office for more than one day, then both lunch (guide price £10 in UK) and evening meals (guide price £50 in UK) will be reclaimable.  Alternatively GAWA may agree a standard daily allowance (with both the end-client and GAWA staff) to cover meals and accommodation.

Where more than one GAWA member of staff or associates are working together then it is acceptable for one member to pay for a meal and claim for the group.

Where it is more cost effective (for the end-client) for GAWA staff to take up temporary residence outside the UK, then:


3. CLAIM PROCEDURE

3.1
Completing and Submitting  Claims

GAWA staff and Associates will complete a standard claim form (copies available on Intranet).

All expenditure will be itemised under the relevant headings.

All receipts will be attached and annotated with the claim line number for easy reference.

Claims will be submitted monthly or more frequently as appropriate (e.g. costs incurred which are concerned with a specific, perhaps major event such as travel to a client site outside the UK).

Any currency conversion rate involved in a claim will be shown (rates are as published daily in the Financial Times or submit Bureau de Change evidence for actuals).

All costs associated with money conversion will be met by GAWA.  

It will always be the aim of GAWA to repay any member of staff or Associate for expenses incurred prior to the individual having to use their own monies e.g. credit card bills.  Alternatively, if justified, staff and Associates can apply for an advance of money to cover planned expenditure.  The standard expense claim form has provision for accounting and allocating costs against this advance.

All mileage claims will be as calculated using the AA journey mapping software tool.



No manager, member of staff or associate is allowed to approve their own expense claim i.e. there must always be one higher level of authority even if this our external auditors/accountants (for Directors).

3.2
Approval and Payment Procedure

Within 2 working days of receipt, the appropriate manager or approver will check the claim for compliance with these standards.

The claim must be passed immediately to the company secretary for approval and accounts system entry.

Within five working days of receipt by the company secretary and accounts system entry, payment will be scheduled to the claimant.  Payment will either be made via a separate cheque or electronic bank transfer (for GAWA staff) or it will be included with any payment due against an invoice for days worked (for Associates).

A final check on acceptability and conformance with UK tax requirements will be made by the company accountants and auditors (Price Bailey).  Any identified need for amendment of company and/or staff records will be made within 10 working days of notification.
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