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SPECIFICATION FOR BUSINESS DEVELOPMENT CONSULTANT FOR SBCSR
Sutton Bridge Crop Storage Research (SBCSR) is the leading post-harvest applied research facility for agricultural storage in the UK. It is owned by AHDB (www.ahdb.org.uk) and operated by its Technical Directorate under the 'AHDB Potatoes' banner. It is the primary centre providing potato storage research and advice to the GB industry. SBCSR has extensive facilities for work on potato and is also engaged in other forms of crop storage R&D, including field vegetables and controlled atmosphere storage. In addition to work funded by the AHDB Potatoes industry levy, it offers a confidential contract research capability with accreditation to ISO 9001. It is also ORETO registered with the UK Chemicals Regulation Division of HSE. The team at SBCSR has an extensive and globally-recognised level of expertise on storage and crop quality issues. It seeks to provide high quality, cost-effective and relevant research of benefit to the potato and associated crop storage industries. 
There has recently been significant investment in the SBCSR facility by both AHDB and via the Crop Health and Protection Innovation Centre (http://chap-solutions.co.uk/). Partly as a result of this, we now have a need to uprate significantly the business development capability at SBCSR to ensure that the delivery opportunity provided by the new facilities is fully realised. We are seeking a consultant to take on a fixed-term, part-time role to develop and implement a business development plan for SBSCR. 
Deliverables of the contractor will encompass: 
· Working with the Head of SBCSR, the AHDB Director of Research and the Sector Strategy Director for AHDB Potatoes to develop a strategic business plan for SBCSR, including reviewing and developing an appropriate marketing strategy and associated communications material.  This will involve visits to Sutton Bridge CSR in Lincolnshire and possibly to the AHDB headquarters in Warwickshire.
· Identifying and developing potential bidding opportunities for SBCSR for UK government and European Union research and knowledge exchange funds.
· Identifying and developing new opportunities for commercially-funded work, including potential markets outside of SBCSR’s core area of potato storage research, both in the UK and internationally.
· Working with the SBCSR, other AHDB staff and relevant Boards and Committees to build links with potential academic and commercial collaborators.  
  Please demonstrate within your proposal:
· A proven track record of working at all levels with government institutions, academic partners and commercial companies in a collaborative technical environment, preferably in areas related to agriculture, environment and (desirable but not essential) crop storage.  Please include your CV highlighting your experience most relevant to this project’s requirements.

· Evidence of your track record of scoping and developing successful collaborative research/technical bids.
· Evidence of your ability to think strategically and laterally about how contract research organisations can be marketed effectively with the objective of expanding the client base.
· Evidence of your ability to negotiate with a range of organisations from government agencies to commercial companies.
· Evidence of your understanding of the research funding landscape in the UK, European Union and internationally.
· Please provide a quote with your day rates and the anticipated hours per week you propose to utilise towards delivering this project, based on the first 6 month period.
Note:  AHDB expense policy will adhered to for travel and any other subsistence requirements.  Our policy has been embedded for your review.


Timescale:
Start time negotiable, but preferably no later than 31 August 2017. Duration of contract will be 6 months with the option to extend for up to a further 6 months. 
Evaluation: 
Evaluation will be based on all information evidenced.  Interviews of the top three applicants may be required.  
Submission date: 15 August 2017 by 5pm.
Please submit your proposals to:  Richard.laverick@ahdb.org.uk, and title as Business Consultant opportunity.
By submitting a proposal you will be agreeing to AHDB’s Terms & Conditions, which can be viewed at:
http://www.ahdb.co.uk/about/documents/1508AHDBcontracttemplateforgoods-servicesv.2015Apublished.pdf
Questions raised by potential bidders, and the answers to them, will be uploaded onto the AHDB website periodically at:  http://www.ahdb.co.uk/about/Procurement.aspx. 
[bookmark: _GoBack]Questions should be emailed to richard.laverick@ahdb.org.uk
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AHDB BUSINESS EXPENSE POLICY

1. Policy Statement

It is the Agriculture and Horticulture Development Board (AHDB) policy to reimburse
employees for all necessary travel, accommodation and other expenses, incurred while they
are engaged in authorised business on behalf of the organisation. However, AHDB will not
reimburse any expenses for spouses, partners, family or friends, whilst accompanying
employees on AHDB business, unless there is a specific business requirement and it is pre-
authorised by the Chief Executive. For the policy on Corporate Hospitality Expenses see
point 7.

The organisation will set levels of expenditure that are deemed appropriate and which may
only be varied at the discretion of the organisation, using HM Revenue and Customs Non
Taxable limits.

The level of reimbursement allowed will be sufficient to provide a standard and quality which
will adequately meet the needs of employees from the view point of both comfort and
acceptability for the effective conduct of business on behalf of the organisation and which
would be deemed appropriate by Levy payers and customers.

2. Scope

This Policy applies to all AHDB employees, Directors, Board Members, Independent Directors
and Committee members, with the exception of MLCSL employees and Directors who will
refer to their current Business Expenses policy.

3. Related Policies

This Policy should also be read and actioned in conjunction with the Corporate Gifts and
Hospitality Policy. Once the following policies have been published, this policy will be actioned
in conjunction with: Financial Standing Instructions; Company Car Drivers Policy; and
Corporate Credit Card Policy.

4. Procedure

The rate of reimbursement is set at the levels contained in the attached Schedule of
Expenditure Limits and may only be varied only with the authorisation of a Director or
appropriate authoriser, e.g. CEO, Board Chair.

Employees are required to provide VAT receipts covering ALL expenditure and without these,
reimbursement will not be made. This should include fuel receipts when claiming business
mileage. This requirement may be waived by exception where it is deemed impossible or
impracticable to provide a VAT receipt. Such waiver shall require the authorisation of a
Director or appropriate authoriser e.g. CEO, Board Chair.

Due to budgeting requirements, employees should apply for reimbursement by way of the
AHDB Expense Claims process on a regular monthly basis. Failure to consistently not submit
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claims within three months of payment, may result in those claims being disallowed, i.e. not
reimbursed at the discretion of the Chief Executive.

5. Travel

AHDB will reimburse the costs of travel incurred as part of an employees’ duties. The most
appropriate and economical method and class of travel should always be selected.

51 Travel Authorisation

Foreign travel will only be permitted with prior authorisation from a Director or
appropriate authoriser, e.g. CEO, Board Chair.

5.2 Rail and other public transport
Senior Executive Team / Board Members / Non-Executive Directors

The Chief Executive Officer, Directors and other serving members of the Senior
Executive team, Board Members and Non-Executive Directors, may travel First class
if there is a clear business need to do so. All other journeys are to be taken as Standard
class with reserved seats (if these can be purchased for the journey), unless the
journey time (one way) exceeds five hours (excluding any transfers or stop-offs), in
which case the employee may travel First class.

53 Air or Sea Travel

Journeys lasting up to five hours will be taken at Economy class. Journeys with flight
times of five hours and above (one way) may be taken at Premium Economy or
Business Class. The flight time of five hours excludes any stages or stop offs during
the journey.

5.4 Car Hire

For employees who do not have a company car or car allowance, it may be more
economical to hire a car for business trips or else for extenuating circumstances. The
cost of such car hire and fuel can be claimed in full where it is used solely for business
purposes. Any car hire must always be pre-authorised by your line manager.
Employees should be aware that car hire may be treated as a taxable benefit by HMRC
in certain circumstances and you should refer to the HMRC website for further
information.

55 Taxis

These are normally only to be used when public transport is not available and/or
employees have bulky or heavy equipment to carry, or there are other extenuating
circumstances, such as late nights, lone travellers, etc. Any exceptions should be
agreed in advance by a Director or appropriate authoriser, e.g. CEO, Board Chair.

5.6 Senior Citizens / Young Persons Railcard

The cost of these types of railcard will be reimbursed in full, where it is clear that the
card has been used to subsidise business journeys, thereby helping to reduce the cost
to AHDB.

6. Accommodation
6.1. Overnight Accommodation

Overnight accommodation relating to AHDB business will be paid at the rates shown
on the attached Schedule of Expenditure Limits.

An evening meal can be claimed up to the limits shown in the Schedule of Expenditure
Limits.
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Any incidental expenditure is the individual's own responsibility. The following items of
personal expenditure will NOT be reimbursed:

¢ alcoholic drinks
e laundry
e private telephone calls (over and above one call to home per day)

If employees pay by Company credit card they must ensure that the original VAT
receipt is attached to the relevant documents submitted to the Finance Department.

Costs for incidentals such as broadband connection, tea or coffee and one daily
newspaper etc., are not to exceed the limits specified in the attached Schedule of
Expenditure Limits.

Any expenditure exceeding these limits must be pre-authorised by a Director or
appropriate authoriser, e.g. CEO, Board Chair.

All AHDB equipment must be removed from vehicles left parked overnight and valuable
items, e.g. mobile phones, computers etc., must not be left unattended in vehicles at
any time.

6.2. Accommodation Allowance (non-hotel)

Where it is more appropriate to stay overnight with family or friends, a flat rate can be
claimed as per the attached Schedule of Expenditure Limits in order to cover bed and
breakfast and evening meal. No receipt is required. Please note however, that this
allowance will be subject to tax and national insurance, in line with current HMRC
guidance

7. Business Mileage
7.1 Cars

Employees who use a personal car or hire car for business travel will be reimbursed
at the rates detailed on the Schedule of Expenditure Limits. Employees should ensure
that they have appropriate business use car insurance.

Where business journeys commence from the employee’s home address, claims for
mileage will be from this address, not the contractual place of work. Company credit
cards are NOT to be used for purchasing fuel.

In order to encourage car sharing, employees may claim for passengers as per the
Schedule of Expenditure Limits.

When claims are submitted they must be accompanied by a VAT receipt for petrol
purchased, covering the period of the claim. This enables AHDB to claim the VAT
element back. Separate receipts do not have to be submitted for individual trips, but
this will require you to ask for and keep a VAT receipt each time you purchase petrol,
so that you can submit it accordingly. The amount on the receipt needs to be greater
than the amount being claimed for.

This requirement may be waived by exception where it is deemed impossible or
impracticable to provide a VAT receipt. Such waiver shall require the authorization of
a Director or appropriate authoriser e.g. CEO, Board Chair.

When on AHDB business, employees will be reimbursed for actual, reasonable fees
for parking, tolls, congestion charge etc. Speeding and parking penalties or other fines
will not be reimbursed. Receipts must be obtained, as with all expense items.
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7.2 Company Car Drivers

Drivers of company vehicles should refer to the HMRC website for details of latest
applicable rates for reimbursement. For ease of use, the current rates are also included
in the Schedule of Expenditure Limits.

7.3 Bicycles and Motorcycles

Employees who use these vehicles for business travel will be reimbursed at the rates
detailed on the attached Schedule of Expenditure limits.

8. Subsistence

Meals (including drinks but not alcoholic drinks), necessarily taken during hours worked over
and above the remit of a normal working day (over and above the core hours of 8.30 a.m. —
6.00 p.m. Monday to Friday) can be claimed as per the attached Schedule of Expenditure
limits.

During core hours (as stated above) meals are only claimable when the employee is away
from their normal contractual place of work.

When completing the Expense Claim, employees must detail the number of individuals that
meals have been purchased for and whether the recipients are AHDB employees or not
(explaining where they are from).

Landline telephone calls can only be claimed for when there is no alternative but to use a land
line for business calls. In such cases an itemised bill must be attached to the Expense Claim.

9. Corporate Hospitality Expenses

For business entertainment rules, please refer to the AHDB Corporate Gifts and Hospitality
policy.

Guests may be accommodated and/or entertained at AHDB cost where the individual is not
related to, or a friend of, the employee, it is considered to be of direct benefit to Levy payers,
and is approved by a Director or appropriate authoriser e.g. CEO, Board Chair, subject to the
limits detailed in the attached Schedule of Expenditure Limits. The name and Company of the
guests should be provided with the claim. All items of expenditure should be supported by
receipts.

Providing entertainment at levy payers’ expense is naturally a sensitive issue and employees
must take care to ensure it does not leave AHDB open to criticism. Expenditure should be
kept to a minimum, and be compatible with the occasion and the standing of the guests.

i. To promote AHDB'’s work to key partners and stakeholders

ii. To assist in marketing AHDB'’s work

iii. To launch a new publication, programme or initiative

iv. To facilitate awareness of AHDB and participation in activity
Entertainment is defined as:

i. Food and drink for attendees to an AHDB event or conference. This may include
alcoholic drinks, where it can be clearly proven that these are necessary to promote
the purpose of the event/function

ii. Lunch or evening meal which seeks to achieve the objectives laid out above

It is expected that such events are pre-arranged by AHDB staff to ensure best value for money
and appropriate authorisation.

Any employee entertainment, such as lunches, Christmas parties etc., must be pre-authorised
by a Director or appropriate authoriser e.g. CEO, Board Chair.
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10. Professional Subscriptions

Payment for professional subscriptions will be made only where membership is necessary to
carry out the job role or is a professional requirement. Any such expenditure must be pre-
authorised by a Director, or appropriate authoriser e.g. CEO, Board Chair.

11. Company Mobile Phones

Any private calls made on AHDB issued mobile telephones must be paid for in full (plus VAT),
apart from emergency calls and one call home per day if away from your normal, contractual
place of work.

12. Company Credit Cards

These are to be used for business purposes only. A statement of transactions will be supplied
to the Finance & Business Services Department for review and payment each month. A
statement will also be sent to individual card holders each month for checking. All original VAT
receipts must be attached to the expenses sheet. Any misuse of the credit card may fall within
the disciplinary procedure and could result in the withdrawal of the card from the employee,
who may also be asked to repay to AHDB any items that are not of a business nature or else
agree to have this deducted from future expenses or salary payments. If an employee loses
their card or it is stolen, they must inform the Finance & Business Services Department and
the card company immediately.

If for any reason the company Business credit card is not accepted in an outlet, employees
may make other arrangements to settle the bill, but they must provide an acceptable
explanation on their expense claim form.

NOTE: Company credit cards must NOT be used for the purchase of fuel NOR for the
withdrawal of cash or currency.

13. Abuse of the Policy

Any abuse of the Business Expenses Policy by an employee may, at the discretion of the
CEO/Chair of the AHDB Board, and subject to the nature and extent of the abuse, result in
disciplinary action.

14. Additional Information

If you have any questions or need further information about this policy, please contact the
Finance & Business Services Department.

Approved:

Version Date Author Description Authorised

1.0 11/02/11 J Smith Original SET

2.0 17/03/11 C Goodwin Version 2 REMCO

3.0 21/03/11 C Goodwin Final Version | AHDB Board
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SCHEDULE OF EXPENDITURE LIMITS

Accommaodation can be claimed up to a maximum of £160 for

Accommodation London and any other capital city, and £110 per night elsewhere

General (and always less where reasonably practicable) inclusive of VAT.
Accommodation A 24-hour delegate rate, including accommodation and room hire,
Day delegate is subject to a maximum of £160 per day.

Accommodation (non hotel) An allowance of £25 per night.

. . Type of vehicle First 10,000 miles Above 10,000 miles
Business mileage
(personal car or hire car)
(HMRC advisory fuel rates from | Cars and vans 45p 25p
4 Aprll 2011 These will be Motorcydes 24p 24p
regularly reviewed)
Cycles 20p 20p
Business mileage Engine size Petrol Diesel LPG
(company cars / car allowance) | 1400cc or less 12p 12p 9
(HMRC advisory fuel rates from
1 December 2010. These will 1401 to 2000cc 12p 12p 10p
be regularly reviewed) Over 2000cc 15p 15p 15p
Car sharing Sp per passenger per business mile (in addition to business
mileage allowance).
Meals
(including any applicable Evening meal — up to £25.00 per person, inclusive of VAT.

service charge/room service ) .
charge, where included in the Other meals — up to £15.00 per person, inclusive of VAT.

bill/receipt)

Costs for incidentals including broadband connection (for work
Incidentals purposes), tea/coffee, one daily newspaper (for hotel stays), not
to exceed £15 per day per person, inclusive of VAT.

NOTE: To qualify for reimbursement receipts MUST be provided for ALL expenditure.
LINKS:

Corporate Gift & Hospitality Policy: www.ahdb.org.uk/intranet/policies/documents/Corporate
GiftsandHospitalityPolicy.pdf and
www.ahdb.org.uk/intranet/policies/documents/GuideinesonGiftsandHospitalityAug2010.pdf

HMRC: http://www.hmrc.gov.uk/cars/advistory fuel current.htm and
http://www.hmrc.gov.uk/rates/travel.htm

PLEASE ALSO SEE:
Company Car Policy
Corporate Credit Card Policy
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