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1. Aim 

1.1 This policy covers the rules, entitlements, and obligations in respect of working hours, 
travel, subsistence allowances and expenses whilst undertaking Cambridgeshire & 
Peterborough Combined Authority (CPCA) business.   
 

1.2 The purpose of this policy is to ensure that employees are properly reimbursed for 
legitimate business expenses and to comply with rules regarding tax and National 
Insurance Contributions as defined by Her Majesty’s Revenue and Customs.  

2. Principles 

a. Expenses must be reasonable, necessary, and only incurred where required for 
CPCA activity and individuals should aim to keep the overall cost to the CPCA to a 
minimum, given that the CPCA income comes from public funding 

b. All major expenses e.g., hotel/flights will need to be pre- approved by the line 
manager/director 

c. Claims should be submitted within 30 days of the expense being incurred if possible, 
but can be accepted within 3 months of the date of the expense. Claims over 3 
months must be signed off by the Departmental Director. 

d. Itemised VAT receipts must be provided with all claims, unless specified below. 
Individuals must provide receipts for the spend they have incurred. 

e. To claim for expenses, individuals must use the organisation’s expenses claim forms, 
available on the online Citrus system for payment and set out the reasons why the 
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expense was incurred on the claim form. Once completed, the expenses claims 
should be forwarded to the line manager with the required supporting evidence who 
in turn should send them through to Finance.  

f. The organisation will pay claims for authorised expenses by BACS transfer into the 
same bank account into which the individual’s salary is paid. 

g. The Policy aims to support the CPCA’s broader environmental objectives by 
encouraging more sustainable behaviours and discouraging carbon-intensive 
methods of working and travelling.  

h. It also seeks to meet the CPCA’s duty of care in respect of the health and safety of its 
staff. 

3. Scope 

3.1 This policy applies to all CPCA employees: full time, part time, agency, and casual 
workers from the day they begin work. It does not apply to contractors, consultants or any 
self-employed individuals working for the Authority. 

4. Vision and Values 

4.1 Our vision is for a prosperous and sustainable Cambridgeshire and Peterborough. Driven 
by our values and using our collective voice and strengths, we seek inclusive good growth 
for an equitable resilient, healthier and connected region. 
 

4.2 Our values define what is important in the way we deliver this vision. At Cambridgeshire 
and Peterborough Combined Authority our core values are Collaboration, Integrity, Vision, 
Innovation and Leadership. We are committed to ensuring our culture enables our 
employees to display these values regardless of their roles within the organisation. 
Managers and employees alike must ensure our core values are upheld when 
implementing this policy. 

5. Planning Travel  

5.1 Travel expenses can be claimed for any essential travel which is not to an individual’s 
normal place of work whether for business or training reasons and any subsistence 
expenditure that is incurred wholly, necessarily, and exclusively in connection with 
authorised duties that individuals undertake in the course of their employment. 

5.2 Employees and line managers should consider whether or not travel is necessary to 
meet business objectives or if there are more appropriate means (for example 
teleconferencing or videoconferencing).  

5.3 CPCA business visits must be planned sensibly taking account of safety, cost, 
convenience, distance, destination, time of day, the number of employees travelling 
and the place(s) at which the journey commences and ends.  Wherever practicable, 
public transport at the lowest fare should be used.  
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6. Travel by Car 

6.1 It may be appropriate and cost effective to use an individual’s own car when travelling on 
business. For example, employees travelling to the same place should travel together or 
where there is limited public transport.   The claim for mileage should be made only by the 
driver of the vehicle and never by the passengers. 
 

6.2 Employees are responsible for: 
 

• holding a full UK driving licence. 

• ensuring that their vehicle is roadworthy and fully registered. 

• fully insured for CPCA business visits, for carrying passengers, and for third party 
claims.   

 
Note: Employees may be asked to produce their driving licence. 

6.3 Workers with a business address: - Travel to and from the employee’s normal place of 
work from the home address is not CPCA business. 

6.4 Workers without a business address: The normal place of work for a permanent home 
worker will be their home address.  

6.5 Claims for payment which are not regarded as appropriate, and/or for which prior approval 
has not been gained may be refused for payment. 

6.6 Any employee who is undertaking training to obtain qualifications that are necessary in the 
performance of their job must refer to their individual training agreement.  Particular HMRC 
rules apply.   

6.7 Employees should report any errors to their line manager in respect of under or 
overpayment of expenses or mileage payments at the point the error occurs. 

 

7. Mileage 

7.1 Mileage rates 
 
 

Type of Vehicle Engine Capacity 
(cc) 

Mileage rate 
First 10,000 
business miles in 
tax year 

Mileage rate 
Each business mile 
over 10,000 in tax 
year 

Car All 45p 25p 

 
7.2 Employees who use a motorcycle for business travel can claim up to 24p per mile under 

HMRC rules.  
7.3 The rate for business travel using a bicycle is 20p per mile.  
7.4 Employees who claim mileage allowances must: 

● Produce at least one VAT receipt to cover the fuel consumed on the CPCA journeys 
for which the car mileage allowance is paid.  The receipt must be dated in the month 
for which the mileage allowance is claimed.  The receipt sent to payroll may be a 
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copy. 
● Record the actual miles undertaken per journey on each claim 
● Deduct the home to work miles per journey on each claim 
● Record the miles claimed per journey on each claim 
● Provide a full explanation of the purpose for each journey  
● Submit the claim in the month following the journey 

 
7.5 Where an official journey starts from and/or finishes at home (which is not the normal work 

base), home to a normal work base fares must be deducted from any claim; if it is a return 
journey, home to normal work base fares must be deducted from both legs of the journey. 

7.6 Claims not supported by a receipt, and/or not following these criteria will not be paid. 
7.7 Claims over three months old must be authorised by the departmental Director. 
7.8 It is the responsibility of every manager who signs a claim form to ensure that it: 

● is accurate, complete, and signed 
● covers a valid journey 
●  expenses were a valid expense for business reasons 
● complies with all relevant CPCA policies 
Managers may check distances in order to verify claims (e.g., by using either the RAC or 
AA web-based route planner).  Formal action will be taken against any claimant or 
manager who completes or signs an invalid claim.  

8. Car Parking 

8.1 Employees who travel to work by car will be expected to pay for their parking where free 
parking is not available. 

8.2 When travelling on CPCA business and paying for parking the costs can be reclaimed via 
the Citrus expenses form and must include a copy of the receipt. 

9. Travel by Rail, Taxi, Air, Sea 

9.1 All bookings must be made with the approval of your line manager. Where possible, 
bookings should be made by the individual and reclaimed as an Expense. Where the costs 
are significant, and would put the individual at financial difficulty, approval from the relevant 
Budget Holder should be sought to use the Organisation Credit Card. Finance will need 
the relevant form to be completed.  
 

9.2 Rail  
 

9.2.1 You may claim for standard class rail fares only.  
9.2.2 Where possible, rail journeys should be booked well in advance to benefit from any 

discounts for early booking. 
9.2.3 You should where applicable use any rail cards or season tickets that have already 

been paid for as part of your normal commute to the office towards any journey taken 
on business, where this is more economical. 

 
9.3 Taxis 

 
9.3.1 You may claim for a taxi fare only in limited circumstances. These are: 
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o where taking a taxi would result in a significantly shorter travel time than using 
public transport. 

o where there are several employees travelling together: or 
o where personal security and safety of employees is an issue, for example taxis may 

be permitted after 9.30pm. 
o You must obtain a receipt with details of the date, place of departure and destination 

of the journey. 
 

9.4 Air/Sea Travel  
 

9.4.1 An air/sea travel must be pre-authorised by the individual’s line manager in writing 
before being booked. Where possible, flights should be booked well in advance to 
benefit from any discounts for early booking. 

9.4.2 Personal incentives or rewards associated with specific air travel, such as air miles, 
should not be a factor in determining which flight is purchased for business. The key 
consideration is whether the flight is the most cost-effective for the organisation unless 
there is a valid business reason for taking an alternative flight. 

9.4.3 Individuals will only be permitted to travel in economy class.  
9.4.4 Wherever possible employees should avoid travelling when major events are occurring 

which result in increased costs for travel and hotel accommodation.   

10. Subsistence (Meals and Accommodation) 

10.1.1 Employees who incur additional expenditure as a result of CPCA business that takes 
them away from their normal place of employment and/or home will be reimbursed.  

10.1.2 As a guideline for business travel, individuals should book accommodation equivalent 
to three-star standard or less. It is individual’s responsibility to ensure that any hotel 
reservations are cancelled within the required cancellation period if they are no longer 
required. 
 

10.2 Subsistence rates  

10.2.1 Subsistence may be claimed where the following conditions apply. (See here): 

• The expense arises from the proper performance of the claimant’s duties 

• The expense is incurred whilst away from the claimant’s regular place(s) of work 
or while staying away from home 

• The expense incurred is reasonable and additional to the employee’s normal 
expenditure 

• The claim is fully supported by itemised receipts submitted with the claim so the 
nature of the expenditure can be verified 

• The claim is within the limit for each category, as set out below. 

Employee subsistence rates Upper limits 

One meal (5 hour) ceiling £5 

Two meal (10 hour) ceiling £10 

https://www.gov.uk/hmrc-internal-manuals/employment-income-manual/eim30240
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Three meal (12 hour) ceiling £15 

24 hour ceiling £20 

 

10.2.2 Benchmark scale rates must only be used where all the qualifying conditions are met. 
The qualifying conditions are: 

• the travel must be in the performance of an employee’s duties or to a temporary 
place of work, on a journey that is not substantially ordinary commuting. 

• the employee should be absent from his normal place of work or home for a 
continuous period in excess of five hours or ten hours. 

• the employee should have incurred a cost on a meal (food and drink) after starting 
the journey and retained appropriate evidence of their expenditure 

10.2.3 Where a scale rate of £5 or £10 is paid and the qualifying journey in respect of which it 
is paid lasts beyond 8pm a supplementary rate of £10 can be paid to cover the 
additional expenses necessarily incurred as a result of working late. 

10.2.4 A meal is defined as a combination of food and drink and would take a normal dictionary 
meaning. Where employees are required to start early or finish late on a regular basis, 
the over 5 hour and 10 hour rate, whichever is applicable, can be paid provided that all 
the other qualifying conditions are satisfied. 

10.3 Employees who claim subsistence allowances must: 

• Produce a VAT receipt to support each separate part of the expenditure if VAT 
was payable.  The receipt sent to payroll must be the original and not a copy. 

• Provide a full explanation for each claim  

• Submit the claim in the month following the expenditure 
 
10.4 Claims not supported by a receipt, and/or not following the criteria will not be paid. 

 
10.5 Claims over three months old must be authorised by the departmental Director. 

Please note that  
It is the responsibility of every manager who signs a claim form to ensure that: 

• Any expenses claimed were a valid expense 

• The claim was for valid business reasons  

• The claim complies with all relevant CPCA policies 

• The claim is accurate, complete, and signed 
Formal action will be taken against any claimant or manager who completes or signs 
an invalid claim.   

11. Eyesight, Glasses & Contact Lenses 

Please see separate Eyesight Guidance regarding this. 
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12. Professional Memberships or Subscriptions 

12.1.1 The CPCA will reimburse the annual membership fees for one professional body or 
institution which is deemed relevant by the Authority for your role and provided that you 
have six months service with the Authority. You should agree with your Manager in 
advance any fees you intend to claim under this arrangement. 

12.1.2 The Authority must appear on HM Revenue and Customs list of professional bodies 
and learned societies with tax deductible fees, also known as Professional bodies, 
approved for tax relief. The current list can be accessed via the gov.uk website at: 
https://www.gov.uk/government/publications/professional-bodies-approved-for- tax-
relief-list-3/approved-professional-organisations-and-learned-societies 

 
a. Claims should be submitted on a Business Expense claim form with relevant 

supporting documentation to confirm that the membership fees have been paid. 

13. Other Incidental Expenses 

Expenditure incurred in relation to CPCA business, not covered above, such as equipment, 
stationary, etc must be approved in line with our purchasing authority levels and receipted 
and an explanation provided on the claim. Authorisation must be sought from line manager. 

14. Monitoring and Review 

14.1.1 The CPCA HR team will monitor the effectiveness and review the implementation of 
this policy, regularly considering its suitability, adequacy, and effectiveness.  Any 
improvements identified will be made as soon as possible.   

14.1.2 This policy does not form part of any employee's contract of employment, and it may 
be amended from time to time.  

 
 

 
  

https://www.gov.uk/government/publications/professional-bodies-approved-for-
https://www.gov.uk/government/publications/professional-bodies-approved-for-tax-relief-list-3/approved-professional-organisations-and-learned-societies
https://www.gov.uk/government/publications/professional-bodies-approved-for-tax-relief-list-3/approved-professional-organisations-and-learned-societies
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