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Expense Reimbursement Policy 
 

 
1. Overview 
Soirbheas and STL (referred to jointly as ‘the company’) will reimburse Board members, staff and 

certain third parties for reasonable expenses incurred during, or necessary for, the conduct of 

Soirbheas/STL business. Requests for reimbursement will be made using the companies’ 

standard Expense Claim Form and must be supported by original invoices, receipts or other 

appropriate proof of expenditure. 

 

Business expenses should be kept at a sensible and reasonable level by balancing cost and 

practicality. The cheapest mode of travel is always preferred. However, as an example, the bus 

may offer the lowest cost of travel for a particular journey but the timetable may make it impossible 

for you to be where you need to be for the length of time that you need to be there without a lot of 

waiting (and therefore wasted) time. In this case an alternative mode of transport may be 

preferred. In the same way, the plane may offer the best option from a time perspective for a 

particular journey but the cost premium may be considered to outweigh the time benefit and an 

alternative mode of transport chosen. A reasonable test is always to ask, “What would I do if I was 

spending my own money?” 

 

It is not the company’s intent for people to be out of pocket when on company business and the 

company encourages the use of personal credit cards wherever possible. Prompt submission of 

Expense Claims and prompt processing of Claims will generally ensure that individuals can be 

reimbursed before their credit card settlement is due. The company does not subscribe to any 

corporate credit card and will not reimburse personal credit card fees or interest.  

 

In unusual situations the companies may consider providing a cash advance against business 

expenses to be incurred. 

 

Individuals incurring expenses on company business will pay and claim reimbursement for their 

own expenses only. Claims submitted in respect of another person (employee or other) who is 

also on company’s business will be rejected. An individual must not approve or raise payment 

on their own expense claim. 

  

Business trips outwith the local Cannich/Glenurquhart area and all training courses must be 

approved in accordance with the company’s Delegation of Authorities Matrix before any 

commitments are made. 

 

Soirbheas allows expenditure up to £50 to be approved by a directors or Community Development 

Officer, up to £150 to be approved by the Chair, amounts £151 to £300 to be subject to approval 
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of 2 directors. .  All expenditure £301 and above must be in line with current thresholds per 

Soirbheas' Procurement Policy and requires Board approval. 

 

2. Air Travel 
Economy class or equivalent must be used for all journeys and the use of budget airlines is 

encouraged. 

 

For travel to and from the airport, the company will pay the lower of: 

(a) Mileage to and from the airport plus parking at the airport, or  

(b) The cost of travel to and from the airport by bus, train or taxi (whichever is         available and 

practicable). 

 

 

3. Rail Travel  
Second class rail travel must be used for all journeys and advantage should be taken of off-peak 

and other discounted fares wherever possible. 

  

4. Road Travel 
Where bus routes are available and time-tables match the business requirement, the bus offers a 

cost effective mode of travel and should be considered as a preferred option. 

 

People using their own car, motorcycle or bicycle for business purposes must ensure that they are 

properly insured for business use. Evidence of valid business use insurance may be requested by 

the company as a pre-requisite for approval of an expense claim. Mileage will be reimbursed for 

actual mileage from either home or office to business destination and return, whichever is the 

lower. Mileage will be reimbursed at HMRC approved rates which are currently: 

  

Type of vehicle First 10,000 miles Above 10,000 miles 

Cars and vans 45p per mile 25p  

Motorcycles 24p 24p 

Cycles 20p 20p 

The company will not pay any fines in connection with Road Traffic offences. 

For longer journeys, it may be more cost effective to hire a car and reclaim the hire charge and 

fuel cost. In such cases the hire car option must be used. 

5. Overnight Accommodation and Meals 
Where it is essential to stay away overnight on business, the company will reimburse the cost of 

accommodation at a good quality B & B or a mid-range (3-Star) hotel. Reasonable meal costs 

(breakfast, lunch and dinner) will be reimbursed including one or two drinks with dinner. 

 

The company does not pay for newspapers, Pay-for-View TV channels or mini-bar bills. 

 

Laundry costs will be reimbursed when the duration of a business trip is five or more nights away 

from home. 
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6. Meals not linked to an overnight stay 
When on company business but not saying away from home, the company will pay for breakfast 

and/or lunch provided that the employee is away for more than half a day and is more than ten 

miles away from both home and office. For breakfast to be claimed the journey must have 

commenced before 7:00 am. 

 

When business continues into the evening and the employee is more than ten miles away from 

both home and office, the reasonable cost for a meal taken after 7:30 pm will be reimbursed.  

 

7. Tips 
Tips paid with meals can be reclaimed as part of the meal cost to a maximum of 10% of the meal 

cost. Tips are normally given for better-than-normal service and it is not expected that tips will be 

given with every meal. 

 

8. Telephone 
The company will reimburse the cost of business related telephone calls evidenced on itemised 

bills or other call and cost summaries. ‘Business related calls’ include reasonable (in frequency 

and duration) calls to home when staying away from home on company business. 

 

Hotel phones usually have inflated charge rates and their use is discouraged. 

 

For people who have a lot of business calls or who are required to be ‘on call’, the company may, 

at its discretion, decide to provide them with a fully expensed mobile phone to be used exclusively 

for company business.  

 

9. Training 
Accommodation and travel expenses related to any company sponsored training courses are 

treated as company business expenses and are governed by the provisions of this Policy. 

 

10. Membership of Professional Bodies 
The company will reimburse the cost of a subscription to an approved professional body where the 

employee is requested to take up membership by the company, in the interests of the company. 

Any tax liability arising will be for the employee’s account.  


