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1. INTRODUCTION

This policy applies to all UK Sport Staff Members, Board Members, Panel Members, Fixed Term Contractors, Volunteers and Agency Staff. It provides guidance on Travel, Subsistence and Entertainment expenditure incurred whilst on official UK Sport business.
Failure to comply with the policy may result in disciplinary action.

2. GENERAL PRINCIPLES

UK Sport will reimburse employees for expenses necessarily incurred in carrying out official UK Sport business. 
The definition of what constitutes business expenses will comply with HM Revenue and Customs requirements to minimise potential tax liabilities.
Staff will be responsible for judging the travel and accommodation requirements appropriate to business needs. Standards of travel and accommodation should be adequate for the purpose and appear reasonable to an informed external observer.
The principles underlying this policy will not cover every eventuality. It is the responsibility of the claimant to exercise sound judgement and to ensure that all claims are compliant with this policy. If there is any doubt in the application of the policy or an emergency occurs requiring departure from the policy, then reference needs to be made to the relevant Director or the Director of Strategy & Business Enabling (DoSBE) prior to the expense being incurred.
Achieving best value for money is a key consideration. This means using public resources in a way that creates and maximises public value. Public value is defined as the total well-being of the UK public as a whole. For the purposes of this policy, it covers all the economic (e.g. travel time and monetary cost); social (e.g. health, safety, accessibility); and environmental impacts of travel and any expenses incurred.
Where limits within this guidance are exceeded, the excess must be agreed with the relevant Director, Deputy Director, or the CEO in advance. All limits are inclusive of VAT. The Finance Team can reject or amend expense claims which are inconsistent with this policy, lack the detail required or are not supported by receipts.
Expenses applicable to subcontractors will be determined by the individual contract, but it is recommended that they should follow the same parameters noted here for consistency.
Volunteers claiming expenses should provide an email setting out their contact and bank details so that they can be set up as a supplier using eBis before they are reimbursed.
Any travel, subsistence or other expenses will be met through the individual departmental budgets unless there has been prior agreement otherwise. 

3. OFFICIAL TRAVEL

Official travel means travel for the purpose of official business and not travel between home and your permanent workplace, as detailed in your contract. This guidance does not apply to field-based staff who do not have a contracted office workplace. 
Wherever possible, official travel on public transport and accommodation should be booked through the CTM travel management system (https://ccsportal.ctmnorth.co.uk). This arrangement with CTM allows us to access a dedicated travel management service, and the associated economies of scale that this offers. It also provides us with comprehensive analysis and usage data, which helps us to protect value for money, as well as monitoring our progress towards sustainability targets.
We recognise that in some circumstances it may not be possible to book travel in advance via CTM, with users instead booking travel or accommodation themselves and reclaiming as an expense. We are also aware that some routes and methods of transport cannot currently be booked via CTM.
While this is acceptable to use other means where this is the case. we will monitor expense claims made in this way and challenge colleagues who repeatedly fail to book via CTM. We therefore advise, where possible, to retain evidence for the reasoning why travel or accommodation was booked outside of CTM.













4. TRAVEL AND EXPENSES CLAIMS

Expenses may be incurred on MasterCard, as well as travel costs not booked through the principal booking system (e.g. for taxi hire). Those staff using MasterCard should also follow the MasterCard card policy.
For those staff who do not have a MasterCard, then cash expense claims should be submitted using the cash expenses form on eBis. The guides within the eBis manual section of the Finance intranet page provide practical guidance on completing these forms. Please ensure that each claim has no more than 15 individual lines. This will make it easier and more efficient for finance and your approver to review. If more than 15 lines are needed, please submit multiple claims.
Expense claims should always provide sufficient detail on why the expense was incurred together with the details of the journey. 

Ordinary Commuting
Please note that ordinary commuting to UK Sport offices cannot be reimbursed for office-based employees without creating a tax liability for the employee as well as being outside the scope of contractual arrangements. An ‘ordinary commute’ is the commute that would normally take place between an employee’s home and their normal place of work.
This section of the policy does not apply to field-based workers, who do not have a normal place of work, and therefore do not have an ‘ordinary commute’. Field-based workers should continue to recover travel expenses via their existing home-to-office codes.
Under the new UK Sport ways of working, office-based staff have been informed of the office which is considered their normal place of work, and travel to and from this location will be treated as their ordinary commute. It is expected that staff undertake the majority of their office-based work at this location and should discuss with their line manager and/or HR if this is not likely to be the case in practice.
For travel to an alternative location, the following principles apply.
No travel expenses will be reimbursed where the journey is the same or substantially similar to than that of the ordinary commute to the contracted office. If a journey includes the ordinary commute prior to onward travel, that element of the journey should not be reimbursed.
Where the journey is longer, the shorter of either the mileage from the normal place of work to the destination, or the mileage from home address to the destination, can be claimed. 
Where the journey is substantially different to the ordinary commute in terms of direction, travel expenses may be reimbursed.
This is to ensure that we are aligned with HMRC guidance by reimbursing only additional costs incurred on official business, and not those which arise from ordinary commuting. Some example scenarios are set out below.


Barbara lives in Salford and has Manchester as her permanent office location. Salford to Manchester is her ‘ordinary commute’ and she usually drives. Barbara needs to attend the Canary Wharf office for an all-staff day. She decides to take the train from Salford to Manchester, then a train from Manchester to London, and the tube across London to Canary Wharf. She is not able to claim back the train journey between Salford and Manchester as that is her ‘ordinary commute’ but can claim back all other costs.

Bobby lives in Brighton and his permanent office is Canary Wharf. He is required to attend an event in Stratford. As this represents a substantially similar journey to his ordinary commute, he is not able to reclaim the costs of this journey.

Rachel lives in Birmingham and his permanent office location is Canary Wharf, an ordinary commute of 105 miles which he takes by train. He is required to attend an event in Glasgow and travels by train. As the journey from his home to Glasgow (252 miles) is shorter than the journey from his permanent office (Canary Wharf to Glasgow), but significantly longer than his ordinary commute, he is entitled to claim the full cost of his journey from home to the event.

Kara lives north of London and Canary Wharf is her permanent office location. She is required to travel to an event in Bisham. Although this is a shorter journey than her usual commute, this journey is in a substantially different direction and therefore she is entitled to claim the full cost of the journey.

Timelines
Claims for cash expenses must be submitted within three months of the date in which the expenses were incurred. Claims for expenses which are over three months old will not be reimbursed, except for when a new starter is submitting expenses for the first time. We strongly advise that claims are submitted on a monthly basis to avoid non-reimbursement.
GPC/MasterCard claims must be submitted within 7 working days of the monthly statement upload (as advised by Finance). Late claims will be monitored and fed back to teams as part of the Finance Key Performance Indicators for Budget Holders. Again, early submissions are greatly encouraged to ensure quick reimbursement of expenses.

Receipts
An itemised receipt or invoice must be retained as proof of the value and content for every purchase made. Credit card payment advices are not acceptable. 
When an expense claim is submitted, accompanying receipts must be attached for all lines, with the exception of:
· Mileage claims – Start and end postcodes must be supplied within eBis form.
· Subsistence claims – receipts must be retained for one year and may be requested as part of periodic reviews by Finance.

Missing receipts – where proof of payment is available

· Lost receipts may exceptionally be replaced with proof of payment and a full explanation of the charge, particularly for low-value transactions less than £5. However, UK Sport retains the right to reject claims that are not supported by relevant receipts. 

· In exceptional circumstances where a required receipt cannot be provided, members of staff need to obtain authorisation for any missing receipts from their expenses authoriser. 

· For low value transactions this authorisation will be provided via the eBis approval step using the missing receipt checkbox. Notification will be sent to the approver through the eBis workflow for them to approve. If missing receipts exceed a total value of £50 on a single claim, this will require separate line manager authorisation.

5. TRAVEL

As set out in the UKS Ways of Working framework, we recognise the value of face-to-face interaction, and that travelling to meet colleagues, partners and stakeholders can be essential to the development of strong working relationships with and ultimately the successful delivery of UK Sport objectives.
At the same time, UK Sport is committed to reducing its carbon footprint and is targeting net zero carbon emissions by 2030. Business travel heavily contributes to our emissions and to the wider environmental and social impact of the transport sector. 
Managers should therefore encourage open discussion about any additional time requirements or financial impact of choosing more sustainable travel options. We will monitor and report regularly on the CO2 impact of business travel, as part of our obligations over the Government Greening Commitments.
When making travel plans, you are asked to consider the sustainable travel hierarchy:

	1. Assess the need to travel
	Evaluate the necessity of every business trip planned against organisational objectives.
Co-ordinate attendance at meetings with other relevant staff members to reduce numbers attending and to determine who is best placed to attend.
Ensure that travel is efficient through adequate planning and scheduling of meeting and events.

	2. Reduce travel distances by optimising meeting locations
	Consider the meeting location and combined carbon footprint of all travellers to select the most accessible and convenient location.

	3. Reduce greenhouse gas emissions by using efficient modes of transport / low carbon fuels
	Prioritise public transport use and shared vehicle use over individual vehicle use (noting that there is an increased mileage rate available if also carrying additional passengers)
Travel by air within Great Britain or between Great Britain and any city directly served by Eurostar must be for exceptional reasons, and is subject to Director approval.
Business class air travel is not permitted due to the higher environmental impact of this form of flying unless specifically authorised by the Director of Business Services in exceptional cases. Premium Economy class air travel is permitted for flights over 6hrs.



Class of Travel
Rail Travel
Staff are expected to travel standard class. First class travel must be specifically authorised by a Director, Deputy Director, or the CEO of UK Sport in advance. In instances where first class travel is cheaper than the equivalent standard class rate, specific authorisation to travel first class will not be required where sufficient proof of the standard class rate is provided with the expense claim.
Rail Travel should be booked through the CTM Travel System at https://ccsportal.ctmnorth.co.uk. 

Tube travel
If the member of staff has a season ticket which covers the journey, then the member of staff will be expected to use this and there will be no expenses to reimburse.
Journeys incurred using Oyster pre-pay may be claimed individually accompanied with a printout of journeys from TFL. Claims for a fixed amount of “pre-pay top-up” are not reimbursable. We recommend that staff register their oyster cards so that they can easily print out details of their reimbursable oyster journeys. 
Journeys incurred using contactless cards must be accompanied with exact journey details provided on the claim. Cards should also be registered on TFL so that the journey details can be printed to support the claim.

Travel by taxi
As a general rule, staff are expected to use public transport wherever possible. Taxi or private car usage may be used in the following exceptional circumstances:
· When no other method of public transport is available.
· When carrying heavy or official papers or baggage.
· If you are unable to use public transport because of pregnancy or a temporary or permanent disability.
· If there would be an overall cost saving including any claim for subsistence or to ensure journey connection or arrival times.
· Where public transport is sporadic or unreliable, or use of public transport could very substantially add to journey time.
· If it is more cost effective when travelling in a group.
· Where there is a need to work or converse in a confidential environment. 
· For safety reasons – for example late at night.

Taxi costs must be claimed through your expenses claim with all receipts attached.  Justification for the use of a taxi should be noted on your claim when completing the eBis form. 

Travel by Private Motor Vehicle, or Bicycle
In cases where staff are using their private motor vehicles for official business, the vehicles must be insured for business purposes. Any additional insurance requirements, which may apply to the particular trip being made, should also be met. For example – if office equipment is being transported additional insurance may be required to cover any damage or theft. The vehicle must also be roadworthy, fit for purpose and continue to have a current MOT certificate.
Penalties for driving offences or parking infringements and related administration costs will not be reimbursed. 
When using private vehicles (including bicycles), the claimable amount for mileage travelled is set out below (based on HMRC rates). When claiming mileage, staff should state the start and end postcodes of their journey, and the number of miles travelled.
Mileage rates
	Type of vehicle
	Per mile (up to 10,000 cumulative miles per year)
	Per mile (above 10,000 cumulative miles per year). 

	Car or Van
	45p
	25p

	Motorcycle
	24p
	24p

	Bicycle
	20p
	20p

	Supplement for carrying an additional passenger (per passenger)
	5p
	5p



Regular travellers are advised to keep track of their cumulative mileage claimed over each financial year (April – March) to ensure mileage is claimed at the correct rate.
If you are claiming the supplement for carrying an additional passenger, the relevant amount should be added to the overall claim on eBIS. For example, the starting unit price for a car or van would increase from 45p to 50p.
Under current HMRC guidance, the mileage rate for a privately-owned electric car is the same as for a petrol or diesel car as set out above.

Travel by hire car
Hired vehicles must be booked in advance and should only be used by members of UK Sport staff where there is a clear business justification. Drivers should hold a valid driving licence and insurance for business travel. Line manager approval is required, and therefore evidence of this (and the supporting business justification) should be included when the expense claim is submitted on eBIS. UK Sport will not pay hire car bills directly for independent contractors who are not employees.  If petrol is required for the vehicle, then this should be claimed based on actual receipts through an expense claim. When claiming this through e-bis, please attach the car hire agreement/invoice.
Hired vehicles should be for the duration of the journey only and should not be retained for more than 24 hours between journeys or following journeys. If you intend to retain a hired vehicle for more than 24 hours, explicit line manager approval is required.
Your rental supplier’s terms and conditions must be met in full.
Please note that fines for any damages incurred on hire vehicles will not be reimbursed. We therefore recommend that on return of the vehicle, documentation is retained to confirm that no damages are owed.

Parking and tolls
You are entitled to be reimbursed for the costs of unavoidable expenses for parking and tolls (including road tolls and river ferries). Planned journey routes prior to travel should be considered, avoiding these costs where economically possible to do so. 
Likewise, the London Congestion charge or low emission zone fees will be reimbursed, however any charge/fine for its overdue payment or failure to pay will not be reimbursed.

Travel by Plane
Plane travel should be booked through the CTM Travel System at https://ccsportal.ctmnorth.co.uk. 
For flights under 6 hours – Economy Class tickets must be purchased.
For flights over 6 hours – Economy Plus (extra legroom) tickets may be purchased where the flight is overnight, and the member of staff is required to work on the following day. The cost of any upgrades above this must be met by the employee.

Use of benefits accrued as a result of official travel
Benefits accrued as a result of official travel (for instance “Air Miles”) must not be used for personal travel. These should be used to offset the cost of future UK Sport official business journeys.




Railcards
Railcards which allow access to discounted rail fares (e.g. 26-30 railcard) can be claimed if the traveller can demonstrate that the saving to UK Sport from holding the card meets its initial cost.  To claim the cost of a railcard, staff should submit a receipt for the card itself along with a completed Railcard Claim Form, detailing the relevant business journeys and the savings to UK Sport.

6. SUBSISTENCE

UK Subsistence

You are entitled to day subsistence if you are away from your normal workplace on official business over meal times and necessarily purchase a meal or meals (including snacks and drinks). Subsistence, catering, and entertaining others should all be claimed through cash expenses. 
Subsistence is on a per diem basis, meaning that the amounts set out in the subsistence rates table below will be reimbursed per day, upon approval by the staff member’s line manager. 
Staff need to retain all receipts relating to subsistence (or if unavailable, alternative proof of purchase) for 1 year, which should demonstrate clearly that costs were incurred while travelling. Reviews will be carried out on a periodic basis by the finance team on samples of receipts relating to subsistence claims.
Please note that neither credit cards nor GPC cards can be used for subsistence payments. Where costs for a group event have been met by personal credit cards to be claimed as a cash expense, members of that group must not also claim subsistence. In exceptional cases Mastercard or GPC can be used when entertaining groups of 5 or more, but prior approval from your Director or the Director of Business Services is required.
Under no circumstances should a subsistence claim include alcohol. Please also note that while the 24-hour rate can be applied to cover any meal during this period, this should not be claimed for meals which are already provided – for example if they are already included in the cost of venue hire, Hotel bookings or attendance at an external conference.













UK Subsistence Rates
	5 or more hours out of the office on business (Breakfast or Lunch)
	£5

	10 or more hours out of the office on business (Breakfast and Lunch)
	£10

	Overnight subsistence rate (overnight stay)*
	£25 per day


*The new overnight subsistence rate of £25 comes into effect from 1st April 2025. For example, subsistence for an overnight stay on 28th March 2025 will be claimed at the £22.50 rate regardless of when the claim is made.
Please note for overnight subsistence claims, evidence of overnight is required to be included on the e-bis claim. Evidence can be in the form of:
· Email approval for overnight stay by line manager, Head of function or Director
· Copy of hotel invoice
· CTM travel confirmation where outbound and return journey are on different dates.

7. ACCOMMODATION

Accommodation and Travel should be booked through the CTM Travel System; the link is below. Burleigh Court is currently an exception where you can book direct to secure the preferential rate set out below. It is acceptable to use other booking methods by exception only (for example where a better value rate can be secured) but supporting evidence should be retained in case of audit. 
https://ccsportal.ctmnorth.co.uk
Expenses such as hotel meals, drinks and use of the mini bar must be met through your subsistence allowance. All personal expenses identified on hotel bills beyond the subsistence allowances will not be reimbursed. 
Accommodation should be adequate for purpose.

	London
	£175 per night

	Bath, Manchester
	£120 per night

	Imago – Link Hotel
	£105 per night

	Imago – Burleigh
Court
	£144 per night

	Elsewhere
	£120 per night




In exceptional circumstances, higher limits of up to £190 a night (London) and £140 (elsewhere) can be authorised by a Director or the CEO of UK Sport by email. The Finance Team will review any exceptions on a monthly basis and will ask for evidence of approval.
When booking accommodation in Loughborough, we strongly encourage staff to book accommodation in the Link hotel, and Burleigh court only be used when there are limited options, or a specific need to use. UK Sport have also obtained exclusive rates with Imago for their accommodation and other facilities which are noted in Appendix B. To book with Imago, please email Beds@lboro.ac.uk to obtain the pre-agreed rates.
All rates set out above are inclusive of any VAT charged. 
We are currently negotiating preferential rates for hotel accommodation which is convenient to the Canary Wharf area, and staff will be kept informed on this. In the meantime, staff are encouraged to consider Point A Canary Wharf or Hilton Canary Wharf, where rates within the above policy can often be secured. In Loughborough, accommodation at the Elite Athlete Centre (A World-Class Venue | Elite Athlete Centre and Hotel) should also be considered as this offers a cost-effective option. We recommend using the Link hotel in Loughborough where possible before considering other options.

8. FOREIGN TRAVEL

For travel abroad, accommodation must be claimed with receipts. Subsistence may be claimed based on HMRC-set rates.
The link below provides access to the worldwide subsistence rates as from April 2020:

https://www.gov.uk/guidance/expenses-rates-for-employees-travelling-outside-the-uk

UK Sport will only reimburse the actual accommodation costs and use the benchmark worldwide subsistence rates to pay for subsistence only, as follows:
· For each complete period of 24 hours from arrival, the residual rate, plus;
· The over 5-hour rate or the over 10-hour rate, as appropriate.
Employees or members who receive free meals and accommodation – for example for staying as a guest of another company or a friend (including colleagues) can claim 10% of the appropriate residual rate per day. 
Employees who stay in a vacant residential property or a serviced flat with cooking and laundry facilities can claim:
· For the first 7 days, 80% per day of the appropriate residual rate only and;
· For the eighth and subsequent days, 50% per day of the appropriate residual rate only. 

Examples of how to calculate your entitlement can be found at  http://www.hmrc.gov.uk/manuals/eimanual/EIM05280.htm


An additional allowance of £10 a night is available and may be claimed without receipts for incidental overnight expenses. The incidental costs allowance is designed to cover costs such as private phone calls, laundry, or newspapers. It will not be available if those items are claimed for separately. 
For areas which do not have specific rate specified on the overseas subsistence rates the guidance will state “elsewhere” to be claimed at “Actuals +£4 a day”. Where staff are travelling elsewhere in these countries, they should claim based on their actual expenditure plus £4 for each day. 
Further guidance on International travel can be found via TravelGuidance.

9. Team/Departmental Days

Team/Department Days have many benefits and contribute to the positive culture of a team. As well as putting everyone on the same level-playing field, the days give the team a chance to break from daily office work and spend more time together building their relationships. They provide a valuable opportunity for teambuilding, innovation and developing strategy. On a more basic level, they provide the opportunity to get to know each other, personally and not in a work related context. They should be designed with the central engagement principle of the Ways of Working framework in mind.
Set out below are guidelines to use when designing a Department Day, which balance the benefits of away days which may include a team building and non-work-related element, with the need to demonstrate responsible spending.

· Department Days must have a defined business purpose, with clear goals for the day developed prior to the day.
· Department Days may include team building activities, although the purpose of the activities must be defined as part of the goal setting for the day.
· [bookmark: _Hlk193870757]Department Days should be budgeted for as part of the annual budget setting exercise. Excluding the cost of room bookings, an annual allocation of up to £100 per head to cover the cost of any facilitation, training or team activities is recommended. Prior director approval should be obtained if this is likely to be exceeded. Activities that could be perceived as being social activities should not be incurred using public funds.
Under no circumstances is it acceptable for managers to take their team or other members of staff out for entertainment using public funds. Equally, even in the context of a Department Day, public funds can never be used to purchase alcohol.
[bookmark: _Hlk193870707]Team days/meetings should not come at an additional expense to UK Sport. External venues for team days/meetings should only be used where you can justify it represents value for money. This will require approval from the Teams director. Staff members will however be able to claim subsistence if appropriate.
The names of all staff members attending the Department/team Day must be included on any claim for associated room/meeting hire. A list of bookable meeting rooms within the high-performance system can be found at Appendix A. In general, staff are encouraged to first consider UKS office space when identifying a location, then the wider HPS estate, and only then external accommodation if this is the most appropriate arrangement.
Travel to the all-staff department days can be reimbursed in line with the ‘Travel and Expenses’ section above.

10. Entertaining Others
Our policy provides that modest entertainment is acceptable only where business cannot be advanced by any other suitable means, or where failure to offer would cause offence or embarrassment. Entertainment should always be clearly in the public interest and be shown to further UK Sport’s objectives. 
Entertainment reimbursed from public funds should not include taking another member of staff out for lunch or dinner. Purchasing meals for UK Sport staff must comply with the Travel and Subsistence rates and be for business reasons as discussed above. 
Employees can claim with receipts up to £35 a head for entertaining others. 
A guest list of names and organisations attending must be provided (including identifying those UK Sport staff) and in general the external attendees should be greater in number than the internal attendees. This information is required for HMRC purposes. When accounting for any expenditure on entertainment it is important that it is recorded correctly against the specific account code for entertainment. This is to ensure that information on entertainment can be easily captured for HMRC purposes.

11. CATERING
Staff catering
Subject to the availability of rooms, staff are expected to hold internal meetings using the facilities at UKS offices in Canary Wharf, Loughborough and Manchester wherever possible. A list of other external meeting rooms available within the High-Performance community is also available at Annex B.
When working or meeting in the office it is expected that Staff will provide their own meals. Refreshments should only be provided for routine internal meetings which are outside normal working hours. 
[bookmark: _Hlk115770231]Refreshments for team meetings should not usually be purchased unless these fall under the Travel and Subsistence rates where staff are necessarily out of the office on business reasons for a period of greater than 5 hours. 
Alcohol should not be purchased from public money for consumption by Staff under any circumstances.

Lunch and Learns
Where a training session is being provided over lunchtime and is open to all members of staff then it is acceptable to provide lunch.



Catering for meetings with external parties
Refreshments may be provided for meetings with external parties/business suppliers, and you should consider the following factors in making your decision for each individual event:
· The scheduled length and formality of the meeting. It may be considered disruptive for meetings to run for 2 or more hours, where no refreshment or working lunch is provided, to be interrupted for attendees to seek their own refreshments.
· The journey to and from a meeting by attendees. Where there is a long journey involved the provision of such refreshments or working lunches will facilitate a productive meeting.
· A guest list of names and organisations attending must be provided (including identifying those UK Sport staff) and in general the external attendees should be greater in number than the internal attendees. This information is required for HMRC purposes.
· Where catering is provided to UKS employees, individuals should not be making claims for subsistence.
· In house catering should be used when available.
· Alcohol may be provided in moderation for guests where it is customary and appropriate to do so, and with the approval of a Director in advance. Evidence of this approval should be presented to the Finance Team so that they can process the expense claim efficiently.

Further guidance on entertaining others and entertaining staff are detailed above.

12. GIFTS
Gifts to Staff
The cost of gifts given to staff is not reimbursable. 

Gifts to Others
Gifts should not be given to suppliers under any circumstances. 
On occasion staff may be required to give small gifts to overseas visitors where not doing so may cause offence or embarrassment. The giving of gifts should always be approved in advance by the relevant Director or Deputy Director and recorded in the gifts and hospitality register as required by the Gifts and Hospitality policy. 




Acceptance of Gifts
It is not normally acceptable to accept gifts offered unless they are trival in nature and not cash payments. Under no circumstances should gifts (including tickets to events) be accepted from suppliers of goods and services. All offers of and accepted gifts should be entered in the gifts and hospitality register. Further advice is provided in the Gifts and Hospitality policy. The Business Services Financial Accountant should be consulted for further advice if necessary. 

Other Miscellaneous Expenditure
Other types of expenditure (such as subscriptions, printer cartridges, stationary items) should be routed through the appropriate UKS department. This ensures that UK Sport is able to make use of any corporate discounts. 

13. RESPONSIBILITIES
Staff
All staff are responsible for the effective use of resources on business travel, taking account of business needs and for ensuring their claims are only for valid business purposes. Staff will be responsible for judging the travel and accommodation requirements appropriate to business needs. Standards of travel and accommodation should be adequate for the purpose and appear reasonable to an informed external observer.
The principles underlying these policies will not cover every eventuality and therefore it is the responsibility of the claimant to exercise sound judgement and to ensure that all claims are compliant with this policy. They must:
· Explore alternatives to travel, such as video-conferencing, where aligned with strategic objectives.
· Obtain approval at the appropriate level for all proposed travel on UK Sport business prior to travelling.
· Be aware of the relevant rules before incurring costs and submitting claims.
· Ensure that costs are actually and necessarily incurred on UK Sport business.
· Take advantage of hotels that offer Government discounts or stay with friends and family where this represents good value for money.
· Only claim day subsistence when necessary, that is, when reasonable costs incurred exceed normal daily costs at their permanent place of work.
· Submit expense and MasterCard/GPC claims promptly and accurately.
· Ensure correct project codes and activity codes are quoted on the expense form.
· Use the correct rates and ensure their claims are arithmetically correct. 





Line managers approving claims
Line managers and approvers of travel claims are responsible for approving travel plans in response to business needs and within approved budgets. They are also responsible for confirming that subsequent claims represent a valid business expense and should ensure that they are capable of standing up to public scrutiny. 

Prior to approving claims, line managers should ensure that:
· Expenditure claimed has been actually and necessarily incurred on UK Sport business and is within the sums approved in advance of travel.
· Expenditure claimed is in accordance with the UK Sport travel and expenses policy.
· Correct cost project and activity codes are quoted on the expense form.
· Any large or unusual items of travel or expenses have been explained.
· Costs are reasonable, within financial procedures and are supported by receipts. 
Anyone knowingly making a false claim will face disciplinary action in accordance with the UK Sport disciplinary procedure. 

Finance Team
The role of the finance team is to process claims and ensure compliance to policy. The Finance team have the right to ask for additional information when required. The Finance team also on hand to answer any queries staff members may have on applying the policies.






Appendix A – Available meeting rooms outside 10SC (this is a developing list and will be continue to be added to as locations are identified).
	Where
	Capacity
	What is available
	Other information and how to book
	Discount
	Cost 

	Loughborough
	8
	Loughborough UK Sport office (pre-Feb 23)
	Bookable through outlook “Glass Pod”
	n/a
	FREE

	Sheffield- UKSI
	20 (per space)
	3 x Seminar rooms
	To book email Rachel.Stothard@sheffieldcitytrust.org 

Also bookable: 
Data projector & screen £50.00 Inc vat 
Plasma Screen £50.00 Inc vat 
Flip chart, paper & pens £20.00 Inc vat 

	
	Under 4 hours £108.00
All day- £180.00

	Nottingham- Holme Pierrepoint
	Up to 150
	Team Building Packages
Meeting room spaces

	To book email: info.nwsc@serco.com-
	10% - quote UKsport10 when booking
	From £250.00


	Stratford- Lee Valley
	
	
	
	
	

	Loughborough – Sports Development Centre
	Included in links
	Dan Maskell Seminar Room
Hockey Pavilion
Netball/ Badminton Seminar Room
Pool Seminar Room
Sir John Beckwith Theatre
Stadium Function Room
Tennis Seminar Room

	To book at the SDC email sportbookings@lboro.ac.uk

	25% partner discount 
	From £38.00 per hour


	Loughborough- Burleigh/ EAC

	
	Burleigh Court Conference Centre and Hotel - Loughborough, Leics (burleigh-court.co.uk)
	To book an Imago venue email info@welcometoimago.com or Beds@lboro.ac.uk 

	
	See append B

	Bath- Sports Training Village
	
	Founders Teaching Room (Founders Hall)
Suitable for 15 people.
Audio Visual is available in this location.  Customers to provide own laptops to connect to system.



	Founders Teaching room can be booked through Sarah Jones. E-mail: sm342@bath.ac.uk
	
	£45.85 per hour or £275.10 per day (6 hours or more)


	Bath- Sports Training Village
	
	STV Lecture Room: 
Suitable for 25 people.




STV Balcony Meeting Room:
Suitable for 10 people




STV Front Meeting Room:
Suitable for 4 people

	Catherine Evans adscw@bath.ac.uk
	
	£38.15 per hour or £228.90 per day

£24.90 per hour or £149.40 per day

£12.10 per hour or £72.60 per day



	Bisham- UKSI
	10
	UKSI – meeting room
	Brianna Gumb 
T: 01628 483 580 
M: 07946 074951 
Brianna.Gumb@EIS2win.co.uk 


	
	FREE















Appendix B – Imago pre-approved rates
	Venue
	Rate Type
	2025
	VAT

	Burleigh Court
	Day Delegate Rate
	£77.99
	Incl. VAT

	
	24 Hour Delegate Rate
	£197.99
	Incl. VAT

	
	Executive Double for Sole B&B
	£144.00
	Incl. VAT

	Holywell Park
	Day Delegate Rate
	£65.99
	Incl. VAT

	Link Hotel
	Standard Double for Sole B&B
	£105.00
	Incl. VAT
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