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Expenses Procedure for Employees 

1 Purpose and scope 

This procedure outlines how to interpret the Employee expenses policy. It provides 

additional guidance and practical examples of what can and cannot be reimbursed as well 

as the UK income tax implications of incurring certain types of expenses. 

This procedure applies to claimants, approvers, department administrators and finance 

staff.  

These procedures are owned by the Finance Division on behalf of the Director of Finance. 

2 Further guidance 

Where further guidance is required, for instance whether a specific expense will be 

claimable within the terms of the Policy or the applicable tax treatment, queries should 

be raised with your local finance team, who will, if required, escalate to the UFS 

helpdesk. 

For more information on sustainable business travel decision making, visit the 

Sustainable Business Travel webpages. 

3 Compliance 

   Compliance with this procedure is mandatory. 

4 Exceptions 

  There are no exceptions to this procedure. 

 

 

 

 

  

 

 

 

 

 

 

 

mailto:ufsenquiries@admin.cam.ac.uk
https://universityofcambridgecloud.sharepoint.com/sites/UoC_EnvironmentalSustainability/SitePages/Sustainable-Business-Travel.aspx
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PART A: General procedures 

5 Claims: pre-authorisation, submission and payment 

The primary method for claiming employee expenses is via Concur. Details of how to 

process expenses are available from the Expenses Hub. 

5.1 Prior authorisation of claims 

This applies to all claims but ways in which permission is obtained to incur the 

expenditure in the first place varies, and includes: 

• implied approval or understood to be approved – for example, local journeys 

performed regularly in an employee’s duties, or academics travelling on a 

regular basis to disseminate the results of their research on a particular grant 

• verbal approval - an agreement to attend 

• formal or written approval - if there is room for doubt, obtain clear agreement 

from the budget holder, indicating the cost will be met (for example a brief 

exchange of emails). Without such agreement the budget holder may refuse to 

authorise the payment of claims or invoices relating to the trip 

5.2 Minimising the need for claims 

Where possible, institutions must pay directly for costs such as travel, hotel 

expenses, etc. to minimise the need for costs to be met by the employee. 

However, cash must not be given from tills, petty cash or from funds obtained 

through the expenses process, by another individual. This applies to employees, 

casual workers, and staff on overseas assignments who engage local field staff. 

5.3 Receipts required 

All expense claims must be supported by adequate evidence, for example 

receipts, invoices, or bills, to show that the cost has been incurred. Credit card 

slips are not acceptable as a receipt. 

If contactless payments are made, for example debit or credit card tap to use the 

London Underground, and the cost is greater than £5, provide a copy or extract 

of the card statement, with personal details redacted, as proof of expenditure. 

5.4 Exceptions 

There may be circumstances where it is not possible to obtain a receipt, for 

example cash payments for parking meters or where providing receipts is not 

common in less developed countries. There may also be occasions where 

receipts have been lost or destroyed. In such cases the claim may be reimbursed 

if the justification is considered appropriate. 

https://www.expenses.admin.cam.ac.uk/
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5.5 Deadlines for submitting and approving claims 

Once the expenditure has been incurred, submit claims for reimbursement 

promptly as it is important that the University account for spend in a timely 

manner. 

Claim Submit Approve 

General out-

of-pocket 

claims 

Claims should be completed as 

soon as possible but normally no 

later than three months after the 

expense is incurred, or within one 

month of the date of return. 

Claims are to 

be approved, 

and coding 

checked on 

a regular 

basis, and as 

soon as 

practical 

after the 

claim has 

been 

submitted. 

Corporate 

credit card 

claims 

Receipts must be allocated to 

credit card statements and 

expenditure coded and approved, 

in arrears monthly. 

Claims against 

advances 

Must be completed within one 

month of the date of returning 

from the journey for which an 

advance was approved. 

In particular: 

• claims against grants, donations or other funding sources must be completed 

before the deadline for making claims 

• a year-end, claims must be processed prior to the close of the Accounts 

Payable (AP) module for that year. 

5.6 Payment of claims 

Employee expense claims which are fully approved in Concur will be interfaced 

into UFS for validation the following day. Where the claims’ coding is successfully 

validated, payment will be made to the employee in the regular payment run, via 

BACS to the same bank account that is used for their salary. This may take 

longer if this is the employee’s first claim due to the required Concur set up. 

5.7 Claim delays 

The University will not reimburse employees any interest charged on personal 

credit cards unless it can be shown that the University caused unnecessary delay 

in processing the claim. 
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5.8 VAT on expense claims 

For out-of-pocket expense claims, attach VAT (or other tax) invoices/receipts to 

claims where they are available. 

For corporate credit card claims, VAT (or other tax) invoices/receipts must be 

attached to claims where they are available and check the receipt type is 

Receipt. Approvers must ensure the appropriate tax code is selected. For more 

details see Financial Procedures Manual, Chapter 9: VAT & Taxation, Typical 

Purchases in the UK. 

5.9 Receipts for mixed business and personal expenditure 

Where an expense being claimed includes a mixture of business and personal 

expenses, only the business portion is to be claimed in Concur. A note must be 

included to explain why the full amount has not been claimed. 

6 Approving claims 

6.1 Heads of Institutions’ responsibilities 

Heads of Institutions (HoIs) are responsible for ensuring that all expense claims 

are in line with the Employee Expenses Policy, its Annex, and the procedures of 

this section. 

HoIs may delegate approval tasks in writing, but they remain accountable for 

decisions taken. Further guidance can be found in the Governance and 

Compliance chapter of the Finance Procedures Manual. 

HoIs should have a culture of welcoming queries of claims and ensure that the 

necessary action to challenge them with the claimant is taken. 

6.2 Who can approve claims 

Claims must be approved by an employee senior to the claimant. Where it is 

impractical for senior staff to authorise claims, HoIs can make appropriate 

alternative arrangements, which must be authorised in writing. 

Anyone approving a claim is to ensure they have sufficient 

authority/permissions to approve all items within the claim. 

Self-authorisation is not permitted, that is, no one is allowed to authorise 

reimbursement of their own expenses. 

6.3 Claims relating to Heads of Institutions 

Approve these at school level. The School may delegate this responsibility to a 

named individual within the institution. The HoI cannot delegate authority to sign 

off their own claim. 

https://www.finance.admin.cam.ac.uk/policy-and-procedures/financial-procedures/chapter-9-vat-and-other-taxes/typical-purchases-uk
https://www.finance.admin.cam.ac.uk/policy-and-procedures/financial-procedures/chapter-9-vat-and-other-taxes/typical-purchases-uk
https://www.finance.admin.cam.ac.uk/policy-and-procedures/financial-procedures/chapter-20-governance-compliance/financial-regulations-0
https://www.finance.admin.cam.ac.uk/policy-and-procedures/financial-procedures/chapter-20-governance-compliance/financial-regulations-0
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6.4 Maintaining the delegated authority document 

In accordance with the Financial Regulation 5.1 (specifically, FPM chapter 20, 

Delegation of Duties), institutions must maintain a register of authorised 

signatories and their corresponding levels of authorisation, which should be made 

available to the Finance Division, upon request.  

Review the register at least annually and retain the document for each year in 

line with the Documentation Retention policy. 

6.5 Responsibilities of approvers 

Approvers must take care when entering or checking information on expense 

claims, ensuring that any claim: 

• is appropriately pre-authorised 

• has a clear and justifiable business rationale 

• is supported by documentary evidence, for example receipts/invoices, or 

exceptional circumstances exist where this is not the case 

• has the expenses categorised correctly 

• complies with the University’s Employee Expenses Policy and its Annex 

• has been coded accurately and appropriately (for example charged against a 

research grant)  

• Travel related expenses follow the Guidelines for Sustainable Business 

Travel 

6.6 Finance Teams (second line approvers) 

In addition to the above checks, finance teams must confirm that claims have 

been approved by the appropriate budget holders, principal investigators (PIs) or 

their delegates. 

In interpreting the University’s Expenses Policy for Employees, consideration 

must be given to the fact that the University has charitable status and is a 

recipient of public funds. The fact that an individual may have brought designated 

funds into the University is not a sufficient reason to justify expenditure in excess 

of the set rates. 

Consider the total cost to the University of the expenses when approving claims. 

For example, additional income tax and National Insurance Contributions (NIC) 

arising on gifts, entertaining and personal items. 

6.7 Responsibilities of claimants 

Claimants must obtain appropriate authorisation prior to incurring any expense 

and ensure all claims are directed to the relevant approver. 

https://www.finance.admin.cam.ac.uk/policy-and-procedures/financial-regulations/b-heads-department
https://www.finance.admin.cam.ac.uk/policy-and-procedures/financial-procedures/chapter-20-governance-compliance/financial-regulations-0
https://www.finance.admin.cam.ac.uk/policy-and-procedures/financial-procedures/chapter-20-governance-compliance/appendix-b-template
https://www.finance.admin.cam.ac.uk/policy-and-procedures/financial-procedures/chapter-20-governance-compliance/appendix-b-template
https://www.finance.admin.cam.ac.uk/policy-and-procedures/financial-procedures/chapter-20-compliance-issues-and-procedures/retention
https://universityofcambridgecloud.sharepoint.com/sites/UoC_EnvironmentalSustainability/Shared%20Documents/Forms/AllItems.aspx?id=%2Fsites%2FUoC%5FEnvironmentalSustainability%2FShared%20Documents%2FSustainable%20Business%20Guidelines%2FGuidelines%5Ffor%5FSustainable%5FBusiness%5FTravel%5FApproved%5Fupdate2024%2Epdf&viewid=e00e8fec%2D99c0%2D441f%2D8566%2D6b2b2cbf48b4&parent=%2Fsites%2FUoC%5FEnvironmentalSustainability%2FShared%20Documents%2FSustainable%20Business%20Guidelines
https://universityofcambridgecloud.sharepoint.com/sites/UoC_EnvironmentalSustainability/Shared%20Documents/Forms/AllItems.aspx?id=%2Fsites%2FUoC%5FEnvironmentalSustainability%2FShared%20Documents%2FSustainable%20Business%20Guidelines%2FGuidelines%5Ffor%5FSustainable%5FBusiness%5FTravel%5FApproved%5Fupdate2024%2Epdf&viewid=e00e8fec%2D99c0%2D441f%2D8566%2D6b2b2cbf48b4&parent=%2Fsites%2FUoC%5FEnvironmentalSustainability%2FShared%20Documents%2FSustainable%20Business%20Guidelines
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If an employee realises that they have made a mistake or subsequently receives 

a reimbursement for expenses already claimed from the University, they must 

report it to their line manager immediately so that the error can be addressed. 

Provided this is an isolated mistake, credit will be given for prompt reporting. 

7 Advances 

The intention of a cash advance is that this cash is to be taken out of the country and used 

for the purpose of expenses.  

Following the implementation of Concur, the payment of out-of-pocket claims into bank 

accounts is timely, and personal credit cards should be used whenever possible. As the 

administrative processes for advances are time-consuming for the individual and costly for 

the University, only make requests when essential. If this is likely to be a regular 

occurrence, then consider issuing a University credit card to the staff member.  

Advances are granted at the discretion of the Head of Institution, and the approval of the 

Head of Accounting Services. The value should not usually exceed the estimated cost of 

one month's subsistence. 

Cash advances should not be paid into the employee’s bank account and must be collected 

from the bank. Refer to Processing an advance for detailed guidance or contact the UFS 

helpdesk. 

If there are reasons why it would not be appropriate to take cash out of the country or to 

use a credit card, contact the Head of Accounting Services to discuss other viable options. 

Time should be allowed for alternative solutions to be worked through. 

The Head of Institution is accountable for ensuring advances are monitored and are netted 

off against any subsequent expense claim. 

7.1 Requesting an advance 

To request the advance, complete the advance form and email the authorised 

form to the University Cashier. The Cashier will advise institutions if there are any 

restrictions regarding the value of currency that can be taken in or out of a 

specific country.  

An email confirmation will be sent to the institution. The named person must 

collect the currency from Barclays Bank. The collector must provide their driving 

licence or passport, as well as their University ID card when collecting the 

currency. 

For detailed procedures, refer to the Training documentation on advances. 

7.2 Clearing advances 

The advance is cleared by completing the appropriate claim form that will be 

issued at the time of arranging the advance. This claim cannot be processed 

through Concur. 

https://www.finance.admin.cam.ac.uk/about-us/contact-us#:~:text=Head%20of%20Accounting%20Services
https://www.finance.admin.cam.ac.uk/policy-and-procedures/financial-procedures/chapter-6a-non-pay-expenditure/foreign-currency#adv
https://www.finance.admin.cam.ac.uk/about-us/contact-us#:~:text=Head%20of%20Accounting%20Services
https://www.finance.admin.cam.ac.uk/sites/default/files/application_for_advance_form_fd1b.docx
mailto:ufscashier@admin.cam.ac.uk
https://universityofcambridgecloud.sharepoint.com/sites/FINANB_FinanceLearningHub/Published%20documents/Forms/AllItems.aspx?id=%2Fsites%2FFINANB%5FFinanceLearningHub%2FPublished%20documents%2FCash%20advances%2Epdf&parent=%2Fsites%2FFINANB%5FFinanceLearningHub%2FPublished%20documents
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7.3 Recovery of any unused or inappropriately used advances 

Advances in these circumstances must be repaid within a month of return, or 

immediately if the trip is cancelled. Contact the University Cashier for advice. 

In the case of non-repayment, the Head of Institution must be informed initially, 

and if it remains unpaid, escalated to the Head of Accounting Services. The 

University reserves the right to recover any unused, or in-appropriately used, 

advances from any monies owed to the employee.  

8 Corporate credit card use 

The University may, at its discretion, arrange for a credit card to be provided to an 

employee if it is considered that such a facility is essential. Cardholders are to use the 

corporate credit card for all business-related travel and expenses. You may also use a 

contactless corporate credit card for business journeys on public transport. 

The key requirements are: 

• the card is for University business use only 

• the employee will be liable for any expenses that are not approved (that is, 

claims that are not valid under this policy) 

It is recognised that as part of a hotel stay an employee may incur personal costs as well 

as business costs (for example use of mini-bar, in-room movie, newspapers). If it is 

necessary to settle the full hotel charges using a single card, reimbursement to the 

University of personal and disallowed costs will be required as soon as the credit card 

statement is received. 

Further terms and conditions of use are provided in the University’s Credit Card 

Procedures. 

8.1 Reimbursement of any private expenditure incurred on University credit 
cards  

Employees will be required to reimburse the University for the private costs 

exceptionally charged to the credit card as soon as the statement is received. 

When reimbursing the University for private expenditure incurred using a 

business credit card, the items must be ticked as private expenditure when 

processing the claim in Concur. The expenses are to be itemised. These costs 

should be coded to U.XX.0000.0000.UNAA.0000 in Concur, and a corresponding 

receipt made in Accounts Receivable for the repayment. 

In the case of non-repayment, the Head of Institution must be informed 

immediately and, if it then remains unpaid, the Head of Accounting Services. 

mailto:ufscashier@admin.cam.ac.uk
https://www.finance.admin.cam.ac.uk/about-us/contact-us#:~:text=Head%20of%20Accounting%20Services
https://www.finance.admin.cam.ac.uk/policy-and-procedures/financial-procedures/chapter-6-non-pay-expenditure/credit-card-procedures
https://www.finance.admin.cam.ac.uk/policy-and-procedures/financial-procedures/chapter-6-non-pay-expenditure/credit-card-procedures
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8.2 University credit cards cash withdrawal 

There is a limited facility to draw cash on University credit cards which must be 

authorised in advance by the Head of Accounting Services. However, the 

University Cashier can be contacted for a currency advance. 

https://www.finance.admin.cam.ac.uk/about-us/contact-us#:~:text=Head%20of%20Accounting%20Services
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PART B: Additional information 

This section provides additional information for each of the expense categories covered in the 

Annex of the Employees Expenses Policy. 

The structure of this document follows that of the Expenses Policy Annex. For each expense 

type, this section provides additional information and sets out the potential tax treatment, as 

appropriate. 

9 Business travel  

To be read alongside the Expenses Policy Annex. 

9.1 Travelling to temporary workplaces 

A temporary workplace is one where: 

• the employee will work for less than 24-months; and  

• where it is significantly different from their old workplace, for example travel to 

attend a course in London rather than another site in Cambridge 

Occasionally an employee may change their workplace for a temporary period 

without that change having any significant additional cost or impact on their 

journey to work, for example an employee who is normally based at Old Schools 

being seconded to work at Greenwich House for six months. However, if an 

employee, who is usually based at Old Schools had to travel to a meeting in 

Greenwich House, for example by taking the bus, the additional cost of the bus 

ticket would be a business travel cost. 

10 When booking travel and accommodation 

To be read alongside the Expenses Policy Annex, the Guidelines for Sustainable Business 

Travel and, where relevant, the funder’s terms and conditions. 

10.1 Travel Management Company 

The University has negotiated a contract with a preferred Travel Management 

Company (TMC). Details of the current contract are given on the Procurement 

Services website. The TMC is an agent that can search for competitive fares and 

make bookings for airlines, hotels, train services (including the Eurostar and 

Interrail), coach and ferry services, as well as providing additional services such 

as visas. In return for this service, they charge a small transaction fee that varies 

depending on the travel services booked. 

The TMC should be considered in the first instance for the following reasons:  

• it helps the University manage its duty of care to employees, for example in 

the event of an emergency, the TMC can identify potentially impacted 

travellers 

https://www.finance.admin.cam.ac.uk/employee-expenses-policy/annex-other
https://www.finance.admin.cam.ac.uk/employee-expenses-policy/annextravel
https://www.finance.admin.cam.ac.uk/employee-expenses-policy/annextravel
https://universityofcambridgecloud.sharepoint.com/sites/UoC_EnvironmentalSustainability/SitePages/Sustainable-Business-Travel.aspx#guidelines-for-sustainable-business-travel
https://universityofcambridgecloud.sharepoint.com/sites/UoC_EnvironmentalSustainability/SitePages/Sustainable-Business-Travel.aspx#guidelines-for-sustainable-business-travel
https://www.procurement.admin.cam.ac.uk/what-buy-overview/travel-trains-flights-and-places-stay
https://www.procurement.admin.cam.ac.uk/what-buy-overview/travel-trains-flights-and-places-stay
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• in the event of a dispute with an airline or travel provider, it can save time by 

acting on the University’s behalf to resolve the issues 

• it provides valuable management information to facilitate reporting or review 

• the agent obtains competitive quotes and offers price matching for flights and 

accommodation. 

• enhancements and improvements to service can be introduced 

• arrangements can be made for consolidated invoicing and charging 

• it removes the need to process additional airline or agency fees 

• the small print of the contract has been carefully negotiated and is known to 

be fair to the University 

• it supports decision making and suggests options for more sustainable travel 

it improves the University’s carbon reporting using the TMC means that there 

is no longer a need for an expense claim for travel costs.  

10.2 Carbon Contribution Units 

Where a request is made for Carbon Contribution Units, the Institution should 

seek to make the purchase on behalf of the employee(s). The employee or 

administrative support should use the Carbon Contributions Portal to find out how 

to obtain a quote and seek approval to acquire the units. The responsibility for 

purchase rests with the institution. The payment can be completed directly on the 

portal and will not need to go via the University's finance system (CUFS).  

The University does not approve the use of any other offsetting schemes and 

therefore would be ineligible for any claims through expenses.  

However, if an employee wishes to offset, they can do so directly through the 

Carbon Contributions Portal. 

10.3 Bookings organised directly with suppliers  

Where a booking is not made via the TMC, the Institution should seek to make 

the booking on behalf of the employee(s). Use preferred suppliers of the 

University where possible. The responsibility for bookings rests with the 

institution. 

• all plans and bookings are to be made as far in advance as is practicable 

take advantage of lower fares 

• institutions must arrange to purchase tickets and accommodation, if 

applicable and settle the associated invoices directly with the suppliers 

• for overseas travel, University Travel Insurance must be taken out at the time 

of booking 

• Where suppliers are unable to accept a purchase order or issue an invoice, 

University credit cards should be used 

https://universityofcambridgecloud.sharepoint.com/sites/UoC_EnvironmentalSustainability/SitePages/Carbon-Contribution-Scheme.aspx
https://carboncontributions.admin.cam.ac.uk/
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10.4 Personally funded upgrades  

If an upgrade request is not approved by the HoI, an individual may personally 

fund the upgrade of ticket or use their air miles, provided that: 

• the upgrade is in line with the University’s Guidelines for Sustainable 

Business Travel 

• the funder’s terms and conditions allow for this upgrade 

Evidence of the cost of an economy or standard class ticket cost at the time of 

booking must be provided and attached to the submitted claim. 

To process these claims, refer to Reimbursement of private expenditure when 

using the University Credit card (section 5.1) or Receipts for mixed business and 

personal expenditure (section 2.9). For TMC invoices, follow the credit card 

procedure. 

If offered by the carrier, employees may accept a free upgrade to a higher class 

of travel. 

10.5 Combining work and social trips. 

If an employee extends a business trip for personal reasons, for example to take 

a holiday, any additional travel, subsistence or other costs, must not be included 

on expense claims or otherwise charged to the University.  

Under exceptional circumstances, if bill splitting is not possible at source, the 

personal portion must be refunded to the University. For more information, refer 

to the Reimbursement of private expenditure when using the University Credit 

card or Receipts for mixed business and personal expenditure. 

If the non-working element of the stay is incidental to the main trip, the 

University’s travel insurance may cover the stay. Check the terms and conditions 

before you travel. 

10.6 Railcards 

Railcards (for example a Young Persons Railcard) which give discounted travel 

can be reimbursed if it: 

• is bought at the same time as a travel ticket, which is eligible for 

reimbursement 

• can be clearly demonstrated it will not cost the University more than if just 

the travel ticket had been purchased 

For example, where a railcard costing £30 provided an immediate saving of £20 

on the associated journey, the £20 saving may be claimed as an expense, and 

the claimant funds the remaining £10 themselves. The £10 saving can be carried 

over and used towards the savings of the next business-related journey. An 

https://universityofcambridgecloud.sharepoint.com/sites/UoC_EnvironmentalSustainability/SitePages/Sustainable-Business-Travel.aspx#guidelines-for-sustainable-business-travel
https://universityofcambridgecloud.sharepoint.com/sites/UoC_EnvironmentalSustainability/SitePages/Sustainable-Business-Travel.aspx#guidelines-for-sustainable-business-travel
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explanatory note must be recorded in Concur to clarify why the full railcard cost is 

not being claimed.  

10.7 Travelling with non-employees 

Individuals accompanying an employee, for example family members, partners, 

carers, may not travel at the University’s expense except where:  

• their presence is required and authorised for a bona fide business purpose, 

such as, the spouse has some special skill or qualification associated with 

the employee's job on the trip, for example a linguist who acts as an 

interpreter at business meetings 

• the employee is in poor health, and it would be unreasonable for them to 

travel alone 

• in the case of externally funded scenarios, it is specifically permitted by the 

terms of the funding grant 

• the employee is part of the Returning Carers Scheme 

Any exception must be authorised by the Head of Institution in advance and a 

record kept.  

A non-University employee may accompany a member of staff for personal 

reasons. In such instances the University must not be charged more than if the 

member of staff had travelled alone. Wherever possible, invoice the non-staff 

member’s travel costs separately and pay for them privately. If the invoice 

includes both private and business travel costs, the employee must settle the 

total invoice and only reclaim the business element. 

11 Private vehicles  

To be read alongside the Expenses Policy Annex, and the Guidelines for Sustainable 

Business Travel. 

11.1 Requirement for business use insurance 

Where employees use their personal vehicle to travel on business, they are 

required to be adequately insured. Specifically, their motor insurance policy must 

include business use. Without the appropriate insurance cover, employees are 

not allowed to use their vehicle on University business. This duty of care is set 

out in the Health & Safety at Work Act 1974.  

Employees are required to confirm that business insurance is in place, and the 

department administrator may wish to periodically verify the documents. Heads of 

Institutions, or authorised signatories, are required to check, at least annually that 

employees’ vehicles are insured for business use. 

Employees must make a declaration confirming their vehicle: 

• is insured for business use 

https://www.hr.admin.cam.ac.uk/policies-procedures/returning-carers-scheme
https://www.finance.admin.cam.ac.uk/employee-expenses-policy/annextravel
https://universityofcambridgecloud.sharepoint.com/sites/UoC_EnvironmentalSustainability/SitePages/Sustainable-Business-Travel.aspx#guidelines-for-sustainable-business-travel
https://universityofcambridgecloud.sharepoint.com/sites/UoC_EnvironmentalSustainability/SitePages/Sustainable-Business-Travel.aspx#guidelines-for-sustainable-business-travel
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• is roadworthy 

• is fit for its purpose 

• continues to have a current MOT certificate  

11.2 Assessing the cost-effectiveness of using a private vehicle 

When assessing the cost-effectiveness of using a private vehicle for travel, 

consider all aspects, not simply the direct costs, such as: 

• any safety issues, for example travelling late at night or long drives 

• the total travel times 

• any associated subsistence costs 

• additional charges such as parking, tolls, taxis to or from stations 

• materials to be carried 

• numbers travelling 

11.3 Private vehicle use when it does not provide best value for money 

If an employee chooses to travel using their own vehicle, when another method 

would provide better value, the mileage claim may be restricted to the cost that 

would have been incurred using the better value option. The cost of a standard 

rail fare, plus associated costs of travelling by rail, is used when comparing 

against the cost of using a private vehicle.  

In the event of a query, the onus is on the claimant to provide the calculations. 

However, in determining whether an alternative mode of transport is better value, 

cost is only one consideration. Factors such as adherence with the University’s 

Guidelines for Sustainable Business Travel, total time spent travelling and 

multiple employees travelling in the same vehicle should also be considered. 

11.4 Mileage if travelling direct from home to a temporary workplace 

If the employee travels direct from home, the mileage must be the lower of: 

• the mileage actually incurred or 

• the mileage which would have been incurred if the journey had started and 

finished at the normal place of work 

11.5 Claiming mileage from home to normal place of work 

The University does not reimburse employees for mileage between home and 

their normal place of work except: 

• overtime - assistant staff performing authorised overtime where they are 

working outside of their normal working pattern and are required to make an 

additional journey, for example, come in on a Saturday 

• emergency alarm of security callouts - where key-holders are called out in 

response to an emergency 

https://universityofcambridgecloud.sharepoint.com/sites/UoC_EnvironmentalSustainability/SitePages/Sustainable-Business-Travel.aspx#guidelines-for-sustainable-business-travel
https://universityofcambridgecloud.sharepoint.com/sites/UoC_EnvironmentalSustainability/SitePages/Sustainable-Business-Travel.aspx#guidelines-for-sustainable-business-travel
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• employees with permanent disabilities - to assist employees with permanent 

disabilities with the cost of travel between home and work who are unable to 

travel by public transport because of a disability 

11.6 Bicycle mileage 

The University does not pay a cycle rate to its employees. Pool bikes are 

available across the University. However, employees may be able to claim tax 

relief for all business journeys made using their own bicycle. HMRC will require 

individuals to maintain detailed records to substantiate such claims. 

11.7 Business mileage claims: tax treatment 

Where the University’s mileage rates are aligned with HMRC approved rates, no 

taxable benefit arises on the reimbursement for business mileage.  

Where mileage is claimed for home to work travel, except for employees with a 

disability, a taxable benefit is likely to arise.  

When approving in Concur, the Taxable item - Payroll tick box should be used to 

identify these payments for review. Where the payments are taxable, 

reimbursements will be made to the employee, via payroll, subject to the 

necessary income tax and national insurance contributions deductions. 

11.8 Business travel: tax treatment 

Where, by exception, the costs of travel which are personal, social or relate to a 

family member (or similar) of an employee, are reimbursed or paid for by the 

University, they are likely to give rise to a taxable benefit on the employee. When 

approving in Concur, the Taxable Benefit (P11D) tick box should be used to 

identify these payments for review. 

12 Taxi services 

To be read alongside the Expenses Policy Annex, and the Guidelines for Sustainable 

Business Travel. 

When a taxi is necessary, an electric or hybrid vehicle should be used where possible. 

12.1 University taxi accounts 

If taxis are used frequently by an institution, consideration should be given to 

setting up accounts with local taxi firms. Bookings can be password protected 

and in general can provide: 

• a link to city council rates 

• more control over their use 

• reduced processing costs, for example one invoice a month 

https://www.finance.admin.cam.ac.uk/employee-expenses-policy/annextravel
https://universityofcambridgecloud.sharepoint.com/sites/UoC_EnvironmentalSustainability/SitePages/Sustainable-Business-Travel.aspx#guidelines-for-sustainable-business-travel
https://universityofcambridgecloud.sharepoint.com/sites/UoC_EnvironmentalSustainability/SitePages/Sustainable-Business-Travel.aspx#guidelines-for-sustainable-business-travel


       Expenses Procedure for Employees  

 
 
Finance Division Version 1.3 Effective: Page 16 of 31  

 

Where a taxi account is used frequently, institutions must maintain (and report) 

details of employees using them. 

12.2 Late night taxis 

Contrary to the general rule that a journey between home and work is normal 

commuting rather than business travel, there is a specific exemption for late night 

working. Where the University reimburses or pays the cost of a taxi for an 

employee who is required to work later than usual and until at least 9 pm, or has 

to return to work during the middle of the night for example in response to an 

alarm or to check on an experiment, this will not be a taxable benefit, unless the 

number of journeys exceeds 60 in any tax year, provided: 

• this is not a regular occurrence 

• the requirement is not part of the employee’s contracted duties 

• by the time the employee ceases work, either public transport has ceased, or 

it would not be reasonable in the circumstances for the employee to be 

expected to use it (for example, for safety purposes) 

The institution is required to maintain records to help evidence whether the 

criteria are met. 

12.3 Taxi costs: tax treatment 

Where taxi costs which are either personal, social or relate to a family member 

(or similar) of an employee, are reimbursed or paid for by the University, they 

may give rise to a taxable benefit on the employee. 

13 Accommodation 

13.1 Accommodation rates 

To be read alongside the Expenses Policy Annex, and the Guidelines for 

Sustainable Business Travel. 

While the Employee Expenses Policy Annex sets out daily rate limits, there may 

be occasions when it is not possible to stay within the published rates. The rates 

may be exceeded where it is appropriate for business purposes, such as:  

• no choice, for example there is no alternative accommodation available in 

that location 

• where there is a strong business reason to exceed the standard rates, such 

as attending a conference at a hotel where the rates are more than the set 

rates, and it is desirable to stay there to help build and foster academic 

relations with other participants 

• there is a safety and security rationale 

https://www.finance.admin.cam.ac.uk/employee-expenses-policy/annex-acc-subs
https://universityofcambridgecloud.sharepoint.com/sites/UoC_EnvironmentalSustainability/SitePages/Sustainable-Business-Travel.aspx#guidelines-for-sustainable-business-travel
https://universityofcambridgecloud.sharepoint.com/sites/UoC_EnvironmentalSustainability/SitePages/Sustainable-Business-Travel.aspx#guidelines-for-sustainable-business-travel
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Prior approval for exceeding the rates must be obtained and the rationale must 

be submitted with the claim. 

13.2 Overnight accommodation arising from attendance at a conference 

It is recognised overnight accommodation at a conference may be more than the 

usual limits. This is allowed on the expectation the member of staff will benefit 

from the networking opportunity. 

13.3 Accommodation for absences of extended duration 

Where an employee is required to work away from the University for an extended 

period, cheaper alternatives to hotel accommodation such as rented 

accommodation must be considered. Any additional costs for subsistence must 

still be within the daily rates. 

13.4 Staying with friends or family 

Reimbursement of staying with friends or family expense claims are made via 

payroll: these are processed as a taxable benefit with tax and NIC deducted, as 

applicable.  

When approving in Concur, the Taxable item - Payroll tick box should be used to 

identify these payments for review. 

The University has chosen to maintain the £25 per night flat-fee payment as this 

represents a saving to the University when compared to the cost of a hotel or 

accommodation, which could otherwise be used. The amount paid to the 

employee will also attract employer’s NIC and apprenticeship levy contributions. 

13.5 Unregulated accommodation 

The use of Airbnb and other unregulated suppliers is discouraged as they may 

not undergo sufficient independent safety checks to satisfy the University’s legal 

duty of care to its employees. 

Before booking accommodation via an unregulated supplier (that is, not a hotel or 

B&B), a risk assessment must be completed. 

Further information is available from: 

• Safety Office’s Guidance on Managing risks from travel, fieldwork, and work 

away 

• Insurance’s Guide on Unregulated Accommodation 

13.6 Accommodation costs: tax treatment 

Accommodation costs which are personal or relate to a family member are not 

allowed. If, by exception, these were authorised they are likely to be taxable. 

https://www.safety.admin.cam.ac.uk/system/files/hsd089m.pdf
https://www.safety.admin.cam.ac.uk/system/files/hsd089m.pdf
https://www.insurance.admin.cam.ac.uk/files/unregulated_accommodation.pdf
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Further, as a rule, where accommodation is provided either at or near an 

employee’s permanent or usual workplace, or their home, it is likely to be a 

taxable benefit. 

When approving in Concur, tick the Taxable Benefits (P11D) box. All instances of 

potentially taxable accommodation should be included on the Annual Taxable 

Benefits reporting form so the relevant checks, and appropriate reporting, can be 

undertaken.  

14 Meals and subsistence (individual) 

To be read alongside the Expenses Policy Annex. 

14.1 Subsistence versus hospitality 

For the purposes of expense claims, there is a distinction between subsistence 

and hospitality as set out below: 

Category Submit 

Subsistence  Meals and drink(s) where an employee is 

working away from either home or their 

normal place of work. Alcoholic drinks must 

be accompanied by a meal. 

Typically, claims for subsistence are to be 

made by the individual employee.  

Subsistence for 

more than one 

employee 

Where claiming for other employees who are 

also eligible for subsistence, hospitality 

should be selected. In this instance, the 

name of each employee must be given in the 

appropriate field in Concur. 

Hospitality  Where multiple individuals are dining 

together, this would be seen as hospitality. 

Further guidance relating to the provision of 

hospitality is provided in section 16.  

14.2 Exceeding the subsistence rates in the UK 

It is expected that individuals will make every effort to remain within the approved 

rates. However, it is accepted that there may be occasions when it is not possible 

to stay within the published subsistence rates, where this is the case, it is the 

intention that individuals should not suffer financial loss for being required to 

travel on University business. A justification must be included when submitting 

claim. 

https://www.finance.admin.cam.ac.uk/employee-expenses-policy/annex-acc-subs
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14.3 Meals during transit 

Where an employee is travelling on business and would qualify for subsistence, 

the reasonable cost of meals on trains and planes may be reimbursed in full. 

However, where meals or accommodation are included in the fare for example, 

for air travel or rail sleeper, then the hours incurred using this transport must be 

discounted when calculating the subsistence rate payable for the remainder of 

the journey. 

14.4 Subsistence: tax treatment  

Where subsistence costs which are either personal, social or in respect of a 

family member (or similar) of an employee, are reimbursed or paid for by the 

University, they may give rise to a taxable benefit on the employee. When 

approving in Concur, tick the Taxable Benefits (P11D) box. All instances of 

potentially taxable subsistence should be included on the Annual Taxable 

Benefits reporting form so the relevant checks, and appropriate reporting, can be 

undertaken. 

15 Additional overseas travel costs  

To be read alongside the Expenses Policy Annex. 

When overseas travel is required, employees are responsible for the following: 

• valid passports 

• appropriate visas or right to work/visit documentation 

• vaccinations 

• travel insurance 

• commission or charges for withdrawal or exchange of currency (reclaimable for 

business expenses only) 

• miscellaneous business expenditure while travelling 

• read the Safety Office’s Guidance on Managing risks from travel, fieldwork, and 

work away 

15.1 Travel visas, work permits, citizenship applications and vaccinations 

Whether the reimbursement of these expenses is taxable will depend on several 

factors. When approving in Concur, tick the Taxable Benefits (P11D) box. All 

instances of potentially taxable travel costs should be included on the Annual 

Taxable Benefits reporting form so the relevant checks, and appropriate 

reporting, can be undertaken. 

15.2 Foreign currency cash withdrawals on University credit cards 

Cash may not be drawn on University credit cards. However, the University 

Cashier can be contacted for a currency advance. Any foreign currency cash 

https://www.finance.admin.cam.ac.uk/employee-expenses-policy/annex-acc-subs
https://www.safety.admin.cam.ac.uk/system/files/hsd089m.pdf
https://www.safety.admin.cam.ac.uk/system/files/hsd089m.pdf
mailto:ufscashier@admin.cam.ac.uk
mailto:ufscashier@admin.cam.ac.uk
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advances need to be reconciled with a subsequent expense claim and supported 

by the appropriate receipts or evidence of spend. 

15.3 Transactions in foreign currencies 

Where expenditure is incurred in a foreign currency, employees are reimbursed in 

sterling for the equivalent of the actual costs. 

In the absence of a bank, bureau de change or credit card receipt, the exchange 

rates specified in the Concur expense system on the day of the expenditure, are 

used. 

15.4 Miscellaneous business expenditure whilst travelling 

Where the items are wholly for business purposes, there will be no taxable 

benefit arising. 

15.5 Additional overseas travel costs: tax treatment 

Where, by exception, additional overseas travel costs which are personal, social 

or are in respect of a family member (or similar) of an employee, are reimbursed 

or paid for by the University, they may give rise to a taxable benefit on the 

employee. When approving in Concur, tick the Taxable Benefits (P11D) box. 

16 Hospitality (food, drink, and entertainment)  

To be read in alongside the Expenses Policy Annex. 

16.1 Hospitality provided for the benefit of the University 

The following scenarios illustrate situations where there is likely to be a business 

benefit to the University in providing hospitality, such as a meal with: 

• external parties to recognise their contribution to the University (for example 

a meal for an external speaker) 

• potential sponsors of research or donors 

• representatives of other institutions or bodies who are engaged in or 

contemplating collaborative work with the University 

• individuals where the purpose is to improve public relations 

• current sponsors when reporting progress against their project 

• individuals who will be able to positively influence the policies of other 

significant bodies (for example government bodies, funding organisations) 

towards the University 

• prospective students or prospective employees (exceptionally) 

• a student and their workplace host during a visit to their work placement for 

example, when a student is on a ‘sandwich’ degree course 

https://www.finance.admin.cam.ac.uk/employee-expenses-policy/annex-other
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The University does not consider the offering of corporate events such as theatre 

trips, golf days or invitations to sporting events as an appropriate business 

benefit. 

16.2 Wine accompanying meals 

In line with the Expenses Policy Annex, for hospitality, a modest amount of 

alcohol and non-excessive expenditure is allowable. 

• quality of alcohol: The house wine (or equivalent) served in an establishment is 

pitched at a level which is indicative of the restaurant's quality. If a restaurant has 

been deemed of sufficient standard for hospitality, then it is expected that the 

house wine is also of sufficient standard 

• quantity of alcohol: A 75cl bottle of wine will provide approximately 3 large 

glasses. Therefore, a bottle can reasonably be shared between 3 people, since 

one large glass of wine is deemed a reasonable amount. 

16.3 Authorisation of hospitality expense claims 

Expense claims for hospitality must be authorised by the Head of Institution or 

their delegate. The exception being where the Head of Institution is the claimant, 

when alternative arrangements must be made. 

In authorising hospitality expenditure, Heads of Institutions are also undertaking 

that, if any additional costs (income tax or NIC) arise in respect of the provision of 

the hospitality, the costs will be borne by the institution or grant. These costs will 

be charged to the institution in the following financial year. 

16.4 Business entertaining versus staff entertaining 

The treatment of hospitality costs is determined by whether they are classed as 

business entertaining or staff entertaining.  

The primary factor in distinguishing between the two is the attendees, as 

summarised in the table. 

Category Submit 

Business 

entertaining 

relates to the provision of hospitality to non-

employees, which includes students (unless they 

are working for the University, in which case they 

would be seen as staff) 

Staff 

entertaining 

relates to the provision of hospitality to 

employees, which also includes family members 

or members of their household 

https://www.finance.admin.cam.ac.uk/employee-expenses-policy/annex-other
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16.5 Working lunches  

Working lunches may be provided during a meeting, which takes place over 

lunchtime, is on collegiate University premises, where the cost is reasonable, for 

example £10 per head, and it is not provided to the same core group of people on 

a regular basis. 

Lunches may also be provided for training and other all-day events. Refer to 

section 14.12 below.  

16.6 Hospitality costs: tax treatment 

The income tax treatment of hospitality costs is relatively complicated because 

the ultimate treatment (that is, whether the expenditure will be seen as a taxable 

benefit), depends on several factors. Consequently, all hospitality expense claims 

are required to include details of:  

• location of the hospitality (on or off site) 

• attendee details (including identifying status [staff, student or third party]) 

• purpose of the hospitality, for example, working lunch, team away day, 

training course, annual event 

The same level of detail must also be collated where hospitality is procured 

directly by the institution.  

When approving in Concur, tick the Taxable Benefits (P11D) box. All instances of 

potentially taxable hospitality provision are to be included on the Annual Taxable 

Benefits Form. Where the provision of the hospitality is seen as taxable staff 

entertaining the costs will be included on the annual PAYE Settlement 

Agreement, with the additional costs borne by the institution or grant, as 

appropriate. 

16.7 Business entertainment 

As a rule, no taxable benefit (that is, income tax and NIC) should arise on the 

provision of business entertaining. The mere presence of non-employees at an 

event or function does not in itself make it business entertainment. There is no 

safe harbour, but, as a guide, where the ratio is more than 5:1, employees to non-

employees, it is unlikely to be seen as business entertainment. Ultimately, the tax 

position will be determined on a case-by-case basis. 

16.8 Staff entertainment 

The provision of hospitality and other entertainment to employees is not 

automatically a taxable benefit. There are several exemptions which can be used 

to exempt or exclude the provision of food and drink (and in certain situations, 

entertainment) as a taxable benefit.  
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16.9 Hospitality provided on collegiate University premises 

Where food and drink are provided on the collegiate University premises, 

regardless of the provider, no taxable benefit should arise. This is because the 

University can benefit from HMRC’s canteen exemption. This would include 

working lunches, training days, retirement parties. 

16.10 Staff social events 

The costs of hospitality at staff social events or parties away from University 

premises would usually be seen as a taxable benefit. 

16.11 Annual events 

Where a staff social event or party is an annual event such as seasonal parties or 

functions (for example Christmas, summer barbecue) it will not be a taxable 

benefit where: 

• it is open to all staff within an institution 

• the total cost, including any travel and accommodation is no more than £150 

per head 

Note that, the £150 cap is a tax limit, rather than University policy. It is expected 

that the costs of any entertaining would be objectively reasonable. 

To qualify as an annual event, it must occur each year. Examples of events which 

would not qualify include, but are not limited to, retirement meals, meals to 

celebrate events such as the receipt of an OBE or Nobel Prize, the opening of a 

new building or monthly team meals. 

Where there is more than one qualifying annual function, and the total cost per 

head exceeds £150, only the functions that total £150 or less will be exempt and 

not give rise to a taxable benefit. In the unlikely event that the £150 limit is 

breached, the University will determine which event(s) is taxable based on cost-

efficiency. 

 
For example: 

Function A @ £40 per head = Taxable 

Function B @ £100 per head = Exempt 

Function C @ £50 per head = Exempt 

 

When calculating the cost of an annual event, the cost per person is calculated 

using the number of people who indicated they would attend rather than all of 

those who were invited or those who attended. 
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16.12 Team building, away days, training courses and similar events 

The tax treatment of events such as team buildings, away days, etc. is 

determined by a combination of factors. These include the format of the event, its 

location, purpose and who the attendees will be. For example, if there is a day-

long event which is focused on a project or improving working relationships, and 

there is a meal which is incidental to the rest of the event, this should not be seen 

as a taxable benefit. However, if the team building event is mainly social with 

limited work content, then this is likely to be taxable unless it is held on the 

collegiate University premises. 

17 Gifts and individual recognition  

To be read alongside with the Expenses Policy Annex. 

17.1 Long service awards 

Long service awards are processed directly via Payroll. They must not be 

reimbursed to the employee via Concur. University credit cards may be used for 

the purchasing of a gift and accounted for through Concur. 

17.2 Gifts to third parties (non-employees) 

Gifts to third parties, which includes students, must be incurred by the institution 

rather than claimed by an individual employee.  

Where gifts are being given as a show of gratitude, take care to ensure there is 

no obligation on the University to provide the gift or for the recipient to provide 

any services to receive the gift. There should also be no expectation of the 

individual that they would receive a gift. 

If the item was not expected and is modest in value (less than £50), this is seen 

as a business gift. 

Institutions must maintain a register of such gifts. The register should include 

details of: 

• what was provided 

• name of the recipient and their institution 

• business rationale for providing the gift 

When providing gifts, employees must comply with the anti-bribery and corruption 

policy. This is similarly the case when being offered a gift by a third-party, which 

also needs to be declared on the Institution Gift Register. 

17.3 Gifts and individual recognition: tax treatment 

As a rule, all gifts which are provided to employees in recognition of any work, for 

example, as a thank you, will be seen as taxable benefits. 

https://www.finance.admin.cam.ac.uk/employee-expenses-policy/annex-other
https://www.governanceandcompliance.admin.cam.ac.uk/governance-and-strategy/policy-against-bribery-and-corruption/policy-against-bribery-and-7
https://www.governanceandcompliance.admin.cam.ac.uk/governance-and-strategy/policy-against-bribery-and-corruption/policy-against-bribery-and-7
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A gift classed as a trivial benefit will not be taxable. A gift may qualify as a trivial 

benefit if it meets the following criteria: 

• it commemorates a personal event (for example flowers on the birth of a 

child) 

• there is no recognition for work done 

• such gifts are provided infrequently, and 

• the total cost of providing the gift is less than £50 

The trivial benefits exemption does not apply where the costs are reimbursed to 

an employee, even where this is the recipient’s line manager. See Part C – 

Reporting Requirements for Tax for more details. 

When approving in Concur, tick the Taxable Benefits (P11D) box. All gifts to 

employees must be included on the Annual Taxable Benefits reporting form so 

the relevant checks, and appropriate reporting, can be undertaken. 

18 Training, development, and subscriptions 

To be read in alongside the Expenses Policy Annex. 

18.1 Training, development, and subscriptions: tax treatment 

All instances of taxable, and potentially taxable, training, development, and 

subscriptions must be included on the Annual Taxable Benefits reporting form so 

the relevant checks, and appropriate reporting, can be undertaken. When 

approving in Concur, tick the Taxable Benefits (P11D) box. 

18.2 Vocational and professional qualifications and training: tax treatment 

The University supports training that directly relates to an employee’s current 

role, and which will benefit both the individual and their institution. Accordingly, 

training costs would not be expected to give rise to a taxable benefit. However, 

where training is not work-related, it may be taxable. 

18.3 Professional and trade membership fees: tax treatment 

For subscriptions paid on behalf of an employee, or reimbursed to an employee, 

to an approved body whose activity is relevant to the office of employment of the 

employee concerned, no taxable benefit arises.  

Where the body is not on the HMRC approved list, a taxable benefit will arise, 

even where there is a business benefit for the membership.  

18.4 Club membership or subscriptions: tax treatment 

Where, by exception, a membership or subscription to a club is paid on behalf of, 

or reimbursed to, an employee, this would give rise to a taxable benefit. When 

approving in Concur, tick the Taxable Benefits (P11D) box, details must also be 

https://www.finance.admin.cam.ac.uk/employee-expenses-policy/annex-other
https://www.gov.uk/government/publications/professional-bodies-approved-for-tax-relief-list-3
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included in the Annual Taxable Benefits reporting form so the relevant checks, 

and reporting, can be undertaken. 

18.5 Discounted fees for University courses: tax treatment 

Sometimes, University staff who enrol on a course organised by the University 

are eligible for a discount against the normal fee, for example, courses run by the 

Institute of Continuing Education. Where the amount paid by the employee is at 

least equal to the marginal cost to the University (that is, the actual cost of 

educating an additional attendee on the course), no taxable benefit will arise. 

19 Other business expenses 

To be read alongside the Expenses Policy Annex. 

19.1 Individual staff expenses 

It is expected that, under normal circumstances, business costs are incurred by 

the University rather than directly by individual members of staff. However, in 

exceptional situations, employees may need to incur certain business-related 

expenses directly. Examples of directly incurred business-related expenses are: 

• homeworking costs 

• IT and communication costs 

• office administration costs 

19.2 Other business expenses: tax treatment 

Where the expenses incurred, are not wholly and exclusively for business 

purposes, for example there is a personal element or benefit, this may give rise to 

a taxable benefit. When approving in Concur, tick the Taxable Benefits (P11D) 

box. All instances of taxable and potentially taxable other business costs should 

be included on the Annual Taxable Benefits reporting form so the relevant 

checks, and appropriate reporting, can be undertaken.  

20 Relocation  

To be read alongside the Expenses Policy Annex. 

20.1 Relocation costs 

The University offers a scheme to provide financial assistance for relocation 

expenses for certain moves within the UK and from overseas. The scheme is 

open to newly appointed and centrally funded employees relocating to 

Cambridge on appointments of two years or more. The scheme does not include 

staff transferring to a new post within the University nor does it include those who 

have been promoted (for example, from assistant staff to officer post). Where 

https://www.finance.admin.cam.ac.uk/employee-expenses-policy/annex-other
https://www.finance.admin.cam.ac.uk/employee-expenses-policy/annex-other
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costs are approved, they may be reclaimed, following the HR relocation 

procedures. 

If the relocation costs do not fall within the above scheme, and are being funded 

by the grant or institution, these can be claimed using Concur. Apply the relevant 

expense type within the Relocation Costs category. 

20.2 Relocation costs: tax treatment 

These payments may be exempt and need not be reported if certain criteria are 

met: 

• it is within the HMRC limit of £8,000 

• It covers eligible expenses (as listed on claim form PD36), and 

• the expense must have been incurred by the end of the complete tax year 

following that in which the change took place, for example, if employee start 

date is 1 Oct 2023 (thus tax year ending 5 April 2024), the expense must be 

incurred before 5 April 2025 to be non-taxable 

Whether or not the reimbursement of these expenses are taxable benefits will 

depend on several factors. When approving in Concur, tick the Taxable Benefits 

(P11D) box. Additionally, include all instances of taxable and potentially taxable 

relocation costs on the Annual Taxable Benefits reporting form so the relevant 

checks, and appropriate reporting, can be undertaken. 

21 Health and wellbeing costs 

To be read alongside the Expenses Policy Annex. 

21.1 Health and wellbeing costs: tax treatment 

Whether the provision, or the reimbursement, of health and wellbeing costs gives 

rise to a taxable benefit will depend on several factors. The general rule is that 

health and wellbeing costs are potentially taxable benefits. 

When approving in Concur, tick the Taxable Benefits (P11D) box. All instances of 

taxable and potentially taxable health and wellbeing costs should be included on 

the Annual Taxable Benefits reporting form so the relevant checks, and 

appropriate reporting, can be undertaken. 

21.2 Eye tests and glasses: tax treatment 

Where a claim has been approved by Occupation Health, and costs are 

reclaimed, the reimbursement is likely to give rise to a taxable benefit.  

Occupational Health will submit the necessary information within their Annual 

Taxable Benefits reporting form so the relevant checks, and appropriate 

reporting, can be undertaken. 

https://www.hr.admin.cam.ac.uk/pay-benefits/cambens-employee-benefits/relocation-and-accommodation-benefits/reimbursement
https://www.finance.admin.cam.ac.uk/employee-expenses-policy/annex-other
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21.3 Medical insurance and medical treatment: tax treatment 

The provision, or reimbursement, of private medical insurance is likely to give rise 

to a taxable benefit. Some welfare counselling and related medical treatments 

may be exempt for tax purposes, however, this a complex area of legislation. 

Accordingly, where in exceptional circumstances the University wishes to 

reimburse such costs, the Employment Tax team should be consulted before any 

agreement to reimburse these costs is made. 

mailto:employmenttaxqueries@admin.cam.ac.uk
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PART C: Reporting requirements for tax purposes 

22 Reporting for UK income tax and national insurance purposes 

22.1 General principles 

All payments and benefits, including reimbursed expenses, are taxable unless 

they are specifically excluded or exempted, by tax legislation.  

The main expense types which may give rise to a taxable benefit are: 

• hospitality (specifically staff entertaining) 

• recognition and rewards (including prizes) 

• personal and non-business related, (not incurred “wholly, exclusively and 

necessarily” in the performance of the employee’s duties) 

• non-qualifying relocation expenditure 

22.2 Trivial benefits exemption 

Certain small value benefits (where they cost less than £50 to provide) are 

exempt, provided all the following apply:  

• it is not given as a reward for the employee’s performance (for example, 

thank you gifts, incentives) 

• it is not cash or a cash voucher 

• the employee did not have a right to receive the voucher as part of their 

contract 

However, where an individual employee, such as the recipient’s line manager, 

buys a trivial gift and reclaims the cost via expenses, this will be treated as a 

cash payment, by HMRC, and will not qualify for the trivial benefits exemption. 

22.3 Taxable benefits reporting 

At the end of each tax year (6 April to the following 5 April), the University is 

required to provide details of all taxable expenses and benefits provided to 

employees or members of their family and household, to both HM Revenue and 

Customs (HMRC) and the employees. This includes items either reimbursed via 

expenses or items arranged and settled directly by the University on behalf of the 

employee. 

Institutions are responsible for maintaining such records as are necessary for the 

completion of annual returns for taxable benefits. Administrators need to: 

• consider payments made to employees via expense claims or on a 

University credit card 

• review any payments made directly to suppliers via Accounts Payable from 

which an employee derives a personal benefit 
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• complete, even if it is a ‘nil’ return, the forms forwarded by Payroll and submit 

by the due date (usually early May). It is recommended that administrators 

maintain a template of this form, to complete on an ongoing basis throughout 

the year 

There are three ways in which taxable benefits can be reported to HMRC. 

(1) Payroll 

Some expense payments, for example normal home to work travel, may be 

taxable and required to be processed via the payroll. In Concur, the final approver 

should ensure the Taxable item - Payroll box is ticked to indicate that these 

should be paid via the monthly employee payroll. All appropriate items will 

automatically be processed via payroll rather than being paid via Accounts 

Payable, along with any remaining non-taxable items on the claim. 

(2) PAYE Settlement Agreement (PSA) 

Where an employee is provided with a gift or recognition or staff entertaining 

(hospitality), and no tax exemption is available, the costs would be reported on 

the University’s annual PSA.  

The PSA could also be used for certain non-cash and irregular benefits where the 

institution has agreed to pay any tax due on behalf of an employee. Where a 

benefit is included in the PSA, the institution will be liable for income tax and 

employer National Insurance Contributions (NIC) on the grossed-up value of 

providing the benefit. 

Any benefits or expenses which are likely to incur an additional charge, must be 

reported on the PSA, and authorised by the Head of Institution. 

(3) P11D 

Where an employee is provided with a taxable expense or benefit which is 

neither processed via payroll nor included in the PSA, the University is required 

to provide details of these taxable benefits to the employee via a P11D. 

The details on the P11D are provided to HMRC via a form P11D(b). These are 

submitted by 6 July, after the end of each tax year. Once processed by HMRC, 

an employee’s tax code will usually be adjusted to facilitate the payment of the 

tax due via the employee’s normal pay. 

23 Related documents and additional help 

• Employee expenses policy and annex 

• Non-employee expenses policy, annex and procedures 

• Guidelines for Sustainable Business Travel 

• University credit card policy and procedures 

https://www.finance.admin.cam.ac.uk/employee-expenses-policy/annex-other
https://www.finance.admin.cam.ac.uk/non-employees-expenses-policy
https://www.finance.admin.cam.ac.uk/non-employees-expenses-policy/annex
https://www.finance.admin.cam.ac.uk/policy-and-procedures/financial-procedures/chapter-5c-non-employee-expenses
https://universityofcambridgecloud.sharepoint.com/sites/UoC_EnvironmentalSustainability/SitePages/Sustainable-Business-Travel.aspx#guidelines-for-sustainable-business-travel
https://universityofcambridgecloud.sharepoint.com/sites/UoC_EnvironmentalSustainability/SitePages/Sustainable-Business-Travel.aspx#guidelines-for-sustainable-business-travel
https://www.finance.admin.cam.ac.uk/policy-and-procedures/financial-policies/university-credit-card-policy#overlay-context=
https://www.finance.admin.cam.ac.uk/policy-and-procedures/financial-procedures/chapter-6b-credit-cards
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For queries about this procedure, contact fpm@admin.cam.ac.uk  

 

Version History 

Version Issue date Content changes 

V1.3 09 Jun 
2026 

Updated links throughout 
 
Re-structured procedure to align with the policy 
 
Carbon Contribution Units - linked to the University of Cambridge 
Sustainability Hub’s purchasing portal and guidance. Included 
sentence confirming that the University does not approve carbon 
units purchased via a third party 
 
Railcards – can carry over savings to another business trip as an 
alternative to reimbursement 
 
Taxi services - use electric or hybrid vehicles where possible 
 
Eye tests and glasses - updated to align with policy changes 

V1.2 13 Feb 25 4. Advances – procedure clarified 

V1.1 Oct 2023 8.5 Railcards - added to allowable reimbursements in specific 
circumstances 

V1.0  Revised and reformatted procedures, aligned to the new Employee 
Expenses Policy. 
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