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[bookmark: _Toc499629606]ANNEX 1 – TERMS AND CONDITIONS
1 [bookmark: _Toc499629607]Interpretation
1.1 In these terms and conditions:
	“Agreement” 
	means the contract between (i) the Customer acting as part of the Crown and (ii) the Supplier constituted by the Supplier’s countersignature of the Award Letter and includes the Award Letter;

	“Award Letter”
	means the letter (including the Annexes thereto) from the Customer to the Supplier via the e-Sourcing Suite at the point of award;

	“Central Government Body”
	means a body listed in one of the following sub-categories of the Central Government classification of the Public Sector Classification Guide, as published and amended from time to time by the Office for National Statistics:
(a) Government Department;
(b) Non-Departmental Public Body or Assembly Sponsored Public Body (advisory, executive, or tribunal);
(c) Non-Ministerial Department; or
(d) Executive Agency;

	“Charges”
	means the charges for the Services as specified in the Award Letter; 

	“Confidential Information”
	means all information, whether written or oral (however recorded), provided by the disclosing Party to the receiving Party and which (i) is known by the receiving Party to be confidential; (ii) is marked as or stated to be confidential; or (iii) ought reasonably to be considered by the receiving Party to be confidential;

	“Customer”
	means the person named as Customer in the Award Letter;

	“DPA”
	means the Data Protection Act 1998; 

	“Expiry Date”
	means the date for expiry of the Agreement as set out in the Award Letter;  

	“FOIA”
	means the Freedom of Information Act 2000;

	“Information”
	has the meaning given under section 84 of the FOIA; 

	“Key Personnel” 
	means any persons specified as such in the Award Letter or otherwise notified as such by the Customer to the Supplier in writing;  

	“Party”
	means the Supplier or the Customer (as appropriate) and “Parties” shall mean both of them; 

	“Personal Data”
	means personal data (as defined in the DPA) which is processed by the Supplier or any Staff on behalf of the Customer pursuant to or in connection with this Agreement;

	“Purchase Order Number”
	means the Customer’s unique number relating to the supply of the Services; 

	“Request for Information”
	has the meaning set out in the FOIA or the Environmental Information Regulations 2004 as relevant (where the meaning set out for the term “request” shall apply); 

	“Services”
	means the services to be supplied by the Supplier to the Customer under the Agreement;  

	“Specification”
	means the specification for the Services (including as to quantity, description and quality) as specified in the Award Letter; 

	“Start Date”
	means the commencement date of the Agreement as set out in the Award Letter;

	“Staff”
	means all directors, officers, employees, agents, consultants and contractors of the Supplier and/or of any sub-contractor of the Supplier engaged in the performance of the Supplier’s obligations under the Agreement; 

	“Staff Vetting Procedures”
	means vetting procedures that accord with good industry practice or, where requested by the Customer, the Customer’s procedures for the vetting of personnel as provided to the Supplier from time to time;  

	“Supplier”
	means the person named as Supplier in the Award Letter;

	“Term”
	means the period from the Start Date of the Agreement set out in the Award Letter to the Expiry Date as such period may be extended in accordance with clause 4.2 or terminated in accordance with the terms and conditions of the Agreement; 

	“VAT”
	means value added tax in accordance with the provisions of the Value Added Tax Act 1994; and

	“Working Day”
	means a day (other than a Saturday or Sunday) on which banks are open for business in the City of London.


1.2 In these terms and conditions, unless the context otherwise requires:
1.2.1 references to numbered clauses are references to the relevant clause in these terms and conditions;
1.2.2 any obligation on any Party not to do or omit to do anything shall include an obligation not to allow that thing to be done or omitted to be done;
1.2.3 the headings to the clauses of these terms and conditions are for information only and do not affect the interpretation of the Agreement;
1.2.4 any reference to an enactment includes reference to that enactment as amended or replaced from time to time and to any subordinate legislation or byelaw made under that enactment; and
1.2.5 the word ‘including’ shall be understood as meaning ‘including without limitation’.
2 [bookmark: _Ref377050430][bookmark: _Toc499629608]Basis of Agreement
2.1 The Award Letter constitutes an offer by the Customer to purchase the Services subject to and in accordance with the terms and conditions of the Agreement.
2.2 The offer comprised in the Award Letter shall be deemed to be accepted by the Supplier on receipt by the Customer, within 7 days of the date of the award letter, of a copy of the Award Letter countersigned by the Supplier.
3 [bookmark: _Toc499629609]Supply of Services
3.1 In consideration of the Customer’s agreement to pay the Charges, the Supplier shall supply the Services to the Customer for the Term subject to and in accordance with the terms and conditions of the Agreement. 
3.2 [bookmark: _Ref377050437]In supplying the Services, the Supplier shall:
3.2.1 co-operate with the Customer in all matters relating to the Services and comply with all the Customer’s instructions;
3.2.2 perform the Services with all reasonable care, skill and diligence in accordance with good industry practice in the Supplier’s industry, profession or trade;
3.2.3 use Staff who are suitably skilled and experienced to perform tasks assigned to them, and in sufficient number to ensure that the Supplier’s obligations are fulfilled in accordance with the Agreement;
3.2.4 ensure that the Services shall conform with all descriptions, requirements, service levels and specifications set out in the Specification;
3.2.5 comply with all applicable laws; and
3.2.6 [bookmark: _Ref360039773]provide all equipment, tools and vehicles and other items as are required to provide the Services.
3.3 The Customer may by written notice to the Supplier at any time request a variation to the scope of the Services.  In the event that the Supplier agrees to any variation to the scope of the Services, the Charges shall be subject to fair and reasonable adjustment to be agreed in writing between the Customer and the Supplier.  
4 [bookmark: _Toc499629610]Term
4.1 The Agreement shall take effect on the Start Date and shall expire on the Expiry Date, unless it is otherwise extended in accordance with clause 4.2 or terminated in accordance with the terms and conditions of the Agreement.  
4.2 [bookmark: _Ref266710570][bookmark: _Ref359607345]The Customer may extend the Agreement for a period of up to 1 year not less than 10 Working Days’ notice in writing to the Supplier prior to the Expiry Date.  The terms and conditions of the Agreement shall apply throughout any such extended period. 
5 [bookmark: _Toc499629611]Charges, Payment and Recovery of Sums Due
5.1 The Charges for the Services shall be as set out in the Award Letter and shall be the full and exclusive remuneration of the Supplier in respect of the supply of the Services.  Unless otherwise agreed in writing by the Customer, the Charges shall include every cost and expense of the Supplier directly or indirectly incurred in connection with the performance of the Services. 
5.2 All amounts stated are exclusive of VAT which shall be charged at the prevailing rate.  The Customer shall, following the receipt of a valid VAT invoice, pay to the Supplier a sum equal to the VAT chargeable in respect of the Services. 
5.3 The Supplier shall invoice the Customer as specified in the Agreement.  Each invoice shall include such supporting information required by the Customer to verify the accuracy of the invoice, including the relevant Purchase Order Number and a breakdown of the Services supplied in the invoice period.  
5.4 In consideration of the supply of the Services by the Supplier, the Customer shall pay the Supplier the invoiced amounts no later than 30 days after verifying that the invoice is valid and undisputed and includes a valid Purchase Order Number.  The Customer may, without prejudice to any other rights and remedies under the Agreement, withhold or reduce payments in the event of unsatisfactory performance.
5.5 If the Customer fails to consider and verify an invoice in a timely fashion the invoice shall be regarded as valid and undisputed for the purpose of paragraph 5.4 after a reasonable time has passed.
5.6 If there is a dispute between the Parties as to the amount invoiced, the Customer shall pay the undisputed amount. The Supplier shall not suspend the supply of the Services unless the Supplier is entitled to terminate the Agreement for a failure to pay undisputed sums in accordance with clause 16.4.  Any disputed amounts shall be resolved through the dispute resolution procedure detailed in clause 19. 
5.7 If a payment of an undisputed amount is not made by the Customer by the due date, then the Customer shall pay the Supplier interest at the interest rate specified in the Late Payment of Commercial Debts (Interest) Act 1998.  
5.8 Where the Supplier enters into a sub-contract, the Supplier shall include in that sub-contract:
5.8.1 provisions having the same effects as clauses 5.3 to 5.7 of this Agreement; and 
5.8.2 a provision requiring the counterparty to that sub-contract to include in any sub-contract which it awards provisions having the same effect as 5.3 to 5.8 of this Agreement.
5.8.3 In this clause 5.8, “sub-contract” means a contract between two or more suppliers, at any stage of remoteness from the Authority in a subcontracting chain, made wholly or substantially for the purpose of performing (or contributing to the performance of) the whole or any part of this Agreement. 
5.9 If any sum of money is recoverable from or payable by the Supplier under the Agreement (including any sum which the Supplier is liable to pay to the Customer in respect of any breach of the Agreement), that sum may be deducted unilaterally by the Customer from any sum then due, or which may come due, to the Supplier under the Agreement or under any other agreement or contract with the Customer.  The Supplier shall not be entitled to assert any credit, set-off or counterclaim against the Customer in order to justify withholding payment of any such amount in whole or in part. 
6 [bookmark: _Toc499629612]Premises and equipment
6.1 [bookmark: _Ref377050453]If necessary, the Customer shall provide the Supplier with reasonable access at reasonable times to its premises for the purpose of supplying the Services.  All equipment, tools and vehicles brought onto the Customer’s premises by the Supplier or the Staff shall be at the Supplier’s risk.  
6.2 [bookmark: _Ref377050463]If the Supplier supplies all or any of the Services at or from the Customer’s premises, on completion of the Services or termination or expiry of the Agreement (whichever is the earlier) the Supplier shall vacate the Customer’s premises, remove the Supplier’s plant, equipment and unused materials and all rubbish arising out of the provision of the Services and leave the Customer’s premises in a clean, safe and tidy condition.  The Supplier shall be solely responsible for making good any damage to the Customer’s premises or any objects contained on the Customer’s premises which is caused by the Supplier or any Staff, other than fair wear and tear.   
6.3 If the Supplier supplies all or any of the Services at or from its premises or the premises of a third party, the Customer may, during normal business hours and on reasonable notice, inspect and examine the manner in which the relevant Services are supplied at or from the relevant premises. 
6.4 The Customer shall be responsible for maintaining the security of its premises in accordance with its standard security requirements.  While on the Customer’s premises the Supplier shall, and shall procure that all Staff shall, comply with all the Customer’s security requirements.
6.5 Where all or any of the Services are supplied from the Supplier’s premises, the Supplier shall, at its own cost, comply with all security requirements specified by the Customer in writing.
6.6 [bookmark: _Ref377050472]Without prejudice to clause 3.2.6, any equipment provided by the Customer for the purposes of the Agreement shall remain the property of the Customer and shall be used by the Supplier and the Staff only for the purpose of carrying out the Agreement.  Such equipment shall be returned promptly to the Customer on expiry or termination of the Agreement.  
6.7 [bookmark: _Ref377050478]The Supplier shall reimburse the Customer for any loss or damage to the equipment (other than deterioration resulting from normal and proper use) caused by the Supplier or any Staff.  Equipment supplied by the Customer shall be deemed to be in a good condition when received by the Supplier or relevant Staff unless the Customer is notified otherwise in writing within 5 Working Days.  
7 [bookmark: _Ref377050486][bookmark: _Toc499629613]Staff and Key Personnel
7.1 If the Customer reasonably believes that any of the Staff are unsuitable to undertake work in respect of the Agreement, it may, by giving written notice to the Supplier:
7.1.1 refuse admission to the relevant person(s) to the Customer’s premises; 
7.1.2 direct the Supplier to end the involvement in the provision of the Services of the relevant person(s); and/or
7.1.3 require that the Supplier replace any person removed under this clause with another suitably qualified person and procure that any security pass issued by the Customer to the person removed is surrendered,
[bookmark: _Ref260825729]and the Supplier shall comply with any such notice. 
7.2 [bookmark: _Ref377050375]The Supplier shall: 
7.2.1 ensure that all Staff are vetted in accordance with the Staff Vetting Procedures;
7.2.2 if requested, provide the Customer with a list of the names and addresses (and any other relevant information) of all persons who may require admission to the Customer’s premises in connection with the Agreement; and
7.2.3 procure that all Staff comply with any rules, regulations and requirements reasonably specified by the Customer.
7.3 Any Key Personnel shall not be released from supplying the Services without the agreement of the Customer, except by reason of long-term sickness, parental leave and termination of employment or other extenuating circumstances.  
7.4 Any replacements to the Key Personnel shall be subject to the prior written agreement of the Customer (not to be unreasonably withheld).  Such replacements shall be of at least equal status or of equivalent experience and skills to the Key Personnel being replaced and be suitable for the responsibilities of that person in relation to the Services. 
8 [bookmark: _Toc499629614]Assignment and sub-contracting
8.1 The Supplier shall not without the written consent of the Customer assign, sub-contract, novate or in any way dispose of the benefit and/ or the burden of the Agreement or any part of the Agreement.  The Customer may, in the granting of such consent, provide for additional terms and conditions relating to such assignment, sub-contract, novation or disposal.  The Supplier shall be responsible for the acts and omissions of its sub-contractors as though those acts and omissions were its own.  
8.2 Where the Customer has consented to the placing of sub-contracts, the Supplier shall, at the request of the Customer, send copies of each sub-contract, to the Customer as soon as is reasonably practicable.  
8.3 The Customer may assign, novate, or otherwise dispose of its rights and obligations under the Agreement without the consent of the Supplier provided that such assignment, novation or disposal shall not increase the burden of the Supplier’s obligations under the Agreement. 
9 [bookmark: _Ref377050494][bookmark: _Toc499629615]Intellectual Property Rights 
9.1 All intellectual property rights in any materials provided by the Customer to the Supplier for the purposes of this Agreement shall remain the property of the Customer or the respective owner of such intellectual property rights but the Customer hereby grants the Supplier a royalty-free, non-exclusive and non-transferable licence to use such materials as required until termination or expiry of the Agreement for the sole purpose of enabling the Supplier to perform its obligations under the Agreement.
9.2 All intellectual property rights in any materials created or developed by the Supplier pursuant to the Agreement or arising as a result of the provision of the Services shall vest in the Supplier.  If, and to the extent, that any intellectual property rights in such materials vest in the Customer by operation of law, the Customer hereby assigns to the Supplier by way of a present assignment of future rights that shall take place immediately on the coming into existence of any such intellectual property rights all its intellectual property rights in such materials (with full title guarantee and free from all third party rights).
9.3 [bookmark: _Ref335833704]The Supplier hereby grants the Customer:
9.3.1 a perpetual, royalty-free, irrevocable, non-exclusive licence (with a right to sub-license) to use all intellectual property rights in the materials created or developed pursuant to the Agreement and any intellectual property rights arising as a result of the provision of the Services; and
9.3.2 a perpetual, royalty-free, irrevocable and non-exclusive licence (with a right to sub-license) to use:
(a) any intellectual property rights vested in or licensed to the Supplier on the date of the Agreement; and
(b) any intellectual property rights created during the Term but which are neither created or developed pursuant to the Agreement nor arise as a result of the provision of the Services,
including any modifications to or derivative versions of any such intellectual property rights, which the Customer reasonably requires in order to exercise its rights and take the benefit of the Agreement including the Services provided.
9.4 [bookmark: _Ref359607763]The Supplier shall indemnify, and keep indemnified, the Customer in full against all costs, expenses, damages and losses (whether direct or indirect), including any interest, penalties, and reasonable legal and other professional fees awarded against or incurred or paid by the Customer as a result of or in connection with any claim made against the Customer for actual or alleged infringement of a third party’s intellectual property arising out of, or in connection with, the supply or use of the Services, to the extent that the claim is attributable to the acts or omission of the Supplier or any Staff. 
10 [bookmark: _Toc499629616][bookmark: _Ref243716101]Governance and Records
10.1 The Supplier shall:
10.1.1 attend progress meetings with the Customer at the frequency and times specified by the Customer and shall ensure that its representatives are suitably qualified to attend such meetings; and
10.1.2 [bookmark: _DV_M163][bookmark: _DV_M164][bookmark: _DV_M974]submit progress reports to the Customer at the times and in the format specified by the Customer.
10.2 [bookmark: _Ref377050504]The Supplier shall keep and maintain until 6 years after the end of the Agreement, or as long a period as may be agreed between the Parties, full and accurate records of the Agreement including the Services supplied under it and all payments made by the Customer.  The Supplier shall on request afford the Customer or the Customer’s representatives such access to those records as may be reasonably requested by the Customer in connection with the Agreement.
11 [bookmark: _Ref377050387][bookmark: _Toc499629617]Confidentiality, Transparency and Publicity
11.1 [bookmark: _Ref359607666]Subject to clause 11.2, each Party shall:
11.1.1 treat all Confidential Information it receives as confidential, safeguard it accordingly and not disclose it to any other person without the prior written permission of the disclosing Party; and
11.1.2 not use or exploit the disclosing Party’s Confidential Information in any way except for the purposes anticipated under the Agreement.
11.2 [bookmark: _Ref359607640]Notwithstanding clause 11.1, a Party may disclose Confidential Information which it receives from the other Party:
11.2.1 where disclosure is required by applicable law or by a court of competent jurisdiction; 
11.2.2 to its auditors or for the purposes of regulatory requirements; 
11.2.3 on a confidential basis, to its professional advisers; 
11.2.4 to the Serious Fraud Office where the Party has reasonable grounds to believe that the other Party is involved in activity that may constitute a criminal offence under the Bribery Act 2010; 
11.2.5 [bookmark: _Ref377110989]where the receiving Party is the Supplier, to the Staff on a need to know basis to enable performance of the Supplier’s obligations under the Agreement provided that the Supplier shall procure that any Staff to whom it discloses Confidential Information pursuant to this clause 11.2.5 shall observe the Supplier’s confidentiality obligations under the Agreement; and
11.2.6 where the receiving Party is the Customer:
(a) on a confidential basis to the employees, agents, consultants and contractors of the Customer;
(b) on a confidential basis to any other Central Government Body, any successor body to a Central Government Body or any company to which the Customer transfers or proposes to transfer all or any part of its business;
(c) to the extent that the Customer (acting reasonably) deems disclosure necessary or appropriate in the course of carrying out its public functions; or
(d) in accordance with clause 12.  
and for the purposes of the foregoing, references to disclosure on a confidential basis shall mean disclosure subject to a confidentiality agreement or arrangement containing terms no less stringent than those placed on the Customer under this clause 11.

11.3 [bookmark: _Ref360043449]The Parties acknowledge that, except for any information which is exempt from disclosure in accordance with the provisions of the FOIA, the content of the Agreement is not Confidential Information and the Supplier hereby gives its consent for the Customer to publish this Agreement in its entirety to the general public (but with any information that is exempt from disclosure in accordance with the FOIA redacted) including any changes to the Agreement agreed from time to time.  The Customer may consult with the Supplier to inform its decision regarding any redactions but shall have the final decision in its absolute discretion whether any of the content of the Agreement is exempt from disclosure in accordance with the provisions of the FOIA.  
11.4 [bookmark: _Ref260825584]The Supplier shall not, and shall take reasonable steps to ensure that the Staff shall not, make any press announcement or publicise the Agreement or any part of the Agreement in any way, except with the prior written consent of the Customer.  
12 [bookmark: _Ref261004389][bookmark: _Toc499629618]Freedom of Information 
12.1 The Supplier acknowledges that the Customer is subject to the requirements of the FOIA and the Environmental Information Regulations 2004 and shall:
12.1.1 provide all necessary assistance and cooperation as reasonably requested by the Customer to enable the Customer to comply with its obligations under the FOIA and the Environmental Information Regulations 2004;
12.1.2 transfer to the Customer all Requests for Information relating to this Agreement that it receives as soon as practicable and in any event within 2 Working Days of receipt; 
12.1.3 provide the Customer with a copy of all Information belonging to the Customer requested in the Request for Information which is in its possession  or control in the form that the Customer requires within 5 Working Days (or such other period as the Customer may reasonably specify) of the Customer's request for such Information; and
12.1.4 not respond directly to a Request for Information unless authorised in writing to do so by the Customer.
12.2 The Supplier acknowledges that the Customer may be required under the FOIA and the Environmental Information Regulations 2004 to disclose Information concerning the Supplier or the Services (including commercially sensitive information) without consulting or obtaining consent from the Supplier. In these circumstances the Customer shall, in accordance with any relevant guidance issued under the FOIA, take reasonable steps, where appropriate, to give the Supplier advance notice, or failing that, to draw the disclosure to the Supplier’s attention after any such disclosure. 
12.3 Notwithstanding any other provision in the Agreement, the Customer shall be responsible for determining in its absolute discretion whether any Information relating to the Supplier or the Services is exempt from disclosure in accordance with the FOIA and/or the Environmental Information Regulations 2004.
13 [bookmark: _Ref377050406][bookmark: _Toc499629619][bookmark: _Ref260838253]Protection of Personal Data and Security of Data
13.1 [bookmark: _Ref378336429]The Supplier shall, and shall procure that all Staff shall, comply with any notification requirements under the DPA and both Parties shall duly observe all their obligations under the DPA which arise in connection with the Agreement. 
13.2 Notwithstanding the general obligation in clause 13.1, where the Supplier is processing Personal Data for the Customer as a data processor (as defined by the DPA) the Supplier shall:
13.2.1 ensure that it has in place appropriate technical and organisational measures to ensure the security of the Personal Data (and to guard against unauthorised or unlawful processing of the Personal Data and against accidental loss or destruction of, or damage to, the Personal Data), as required under the Seventh Data Protection Principle in Schedule 1 to the DPA; 
13.2.2 provide the Customer with such information as the Customer may reasonably request  to satisfy itself that the Supplier is complying with its obligations under the DPA;
13.2.3 promptly notify the Customer of:  
(a) any breach of the security requirements of the Customer as referred to in clause 13.3; and
(b) any request for personal data; and
13.2.4 ensure that it does not knowingly or negligently do or omit to do anything which places the Customer in breach of the Customer’s obligations under the DPA. 
13.3 [bookmark: _Ref360040777]When handling Customer data (whether or not Personal Data), the Supplier shall ensure the security of the data is maintained in line with the security requirements of the Customer as notified to the Supplier from time to time. 
14 [bookmark: _Ref377050536][bookmark: _Toc499629620]Liability 
14.1 The Supplier shall not be responsible for any injury, loss, damage, cost or expense suffered by the Customer if and to the extent that it is caused by the negligence or wilful misconduct of the Customer or by breach by the Customer of its obligations under the Agreement. 
14.2 [bookmark: _Ref370389250]Subject always to clauses 14.3 and 14.4:
14.2.1 [bookmark: _Ref377110477]the aggregate liability of the Supplier in respect of all defaults, claims, losses or damages howsoever caused, whether arising from breach of the Agreement, the supply or failure to supply of the Services, misrepresentation (whether tortuous or statutory), tort (including negligence), breach of statutory duty or otherwise shall in no event exceed a sum equal to 125% of the Charges paid or payable to the Supplier; and
14.2.2 except in the case of claims arising under clauses 9.4 and 18.3, in no event shall the Supplier be liable to the Customer for any: 
(a) loss of profits;
(b) loss of business; 
(c) loss of revenue; 
(d) loss of or damage to goodwill;
(e) loss of savings (whether anticipated or otherwise); and/or
(f) any indirect, special or consequential loss or damage.
14.3 [bookmark: _Ref359607720]Nothing in the Agreement shall be construed to limit or exclude either Party's liability for:
14.3.1 death or personal injury caused by its negligence or that of its Staff;
14.3.2 fraud or fraudulent misrepresentation by it or that of its Staff; or
14.3.3 any other matter which, by law, may not be excluded or limited.
14.4 [bookmark: _Ref359607729]The Supplier’s liability under the indemnity in clause 9.4 and 18.3 shall be unlimited. 
15 [bookmark: _Ref360044784][bookmark: _Toc499629621]Force Majeure
Neither Party shall have any liability under or be deemed to be in breach of the Agreement for any delays or failures in performance of the Agreement which result from circumstances beyond the reasonable control of the Party affected. Each Party shall promptly notify the other Party in writing when such circumstances cause a delay or failure in performance and when they cease to do so. If such circumstances continue for a continuous period of more than two months, either Party may terminate the Agreement by written notice to the other Party.
16 [bookmark: _Ref359655944][bookmark: _Toc499629622][bookmark: _Ref245529290]Termination
16.1 The Customer may terminate the Agreement at any time by notice in writing to the Supplier to take effect on any date falling at least 1 month (or, if the Agreement is less than 3 months in duration, at least 10 Working Days) later than the date of service of the relevant notice.
16.2 Without prejudice to any other right or remedy it might have, the Customer may terminate the Agreement by written notice to the Supplier with immediate effect if the Supplier:
16.2.1 (without prejudice to clause 16.2.5), is in material breach of any obligation under the Agreement which is not capable of remedy; 
16.2.2 repeatedly breaches any of the terms and conditions of the Agreement in such a manner as to reasonably justify the opinion that its conduct is inconsistent with it having the intention or ability to give effect to the terms and conditions of the Agreement; 
16.2.3 [bookmark: _Ref260924378]is in material breach of any obligation which is capable of remedy, and that breach is not remedied within 30 days of the Supplier receiving notice specifying the breach and requiring it to be remedied; 
16.2.4 [bookmark: _Ref359859809]undergoes a change of control within the meaning of section 416 of the Income and Corporation Taxes Act 1988; 
16.2.5 [bookmark: _Ref359607792]breaches any of the provisions of clauses 7.2, 11, 12, 13 and 17; 
16.2.6 [bookmark: _Ref260924394]becomes insolvent, or if an order is made or a resolution is passed for the winding up of the Supplier (other than voluntarily for the purpose of solvent amalgamation or reconstruction), or if an administrator or administrative receiver is appointed in respect of the whole or any part of the Supplier’s assets or business, or if the Supplier makes any composition with its creditors or takes or suffers any similar or analogous action (to any of the actions detailed in this clause 16.2.6) in consequence of debt in any jurisdiction; or
16.2.7 fails to comply with legal obligations in the fields of environmental, social or labour law.
16.3 [bookmark: _Ref264467643]The Supplier shall notify the Customer as soon as practicable of any change of control as referred to in clause 16.2.4 or any potential such change of control.
16.4 [bookmark: _Ref377110965]The Supplier may terminate the Agreement by written notice to the Customer if the Customer has not paid any undisputed amounts within 90 days of them falling due.  
16.5 Termination or expiry of the Agreement shall be without prejudice to the rights of either Party accrued prior to termination or expiry and shall not affect the continuing rights of the Parties under this clause and clauses 2, 3.2, 6.1, 6.2, 6.6, 6.7, 7, 9, 10.2, 11, 12, 13, 14, 16.6, 17.4, 18.3, 19 and 20.7 or any other provision of the Agreement that either expressly or by implication has effect after termination.
16.6 [bookmark: _Ref377050546]Upon termination or expiry of the Agreement, the Supplier shall:
16.6.1 give all reasonable assistance to the Customer and any incoming supplier of the Services; and
16.6.2 return all requested documents, information and data to the Customer as soon as reasonably practicable. 
17 [bookmark: _Ref377050416][bookmark: _Toc499629623]Compliance
17.1 The Supplier shall promptly notify the Customer of any health and safety hazards which may arise in connection with the performance of its obligations under the Agreement.  The Customer shall promptly notify the Supplier of any health and safety hazards which may exist or arise at the Customer’s premises and which may affect the Supplier in the performance of its obligations under the Agreement.
17.2 The Supplier shall:
17.2.1 comply with all the Customer’s health and safety measures while on the Customer’s premises; and
17.2.2 notify the Customer immediately in the event of any incident occurring in the performance of its obligations under the Agreement on the Customer’s premises where that incident causes any personal injury or damage to property which could give rise to personal injury.
17.3 [bookmark: _Ref261013166]The Supplier shall:
17.3.1 [bookmark: _Ref359656204]perform its obligations under the Agreement in accordance with all applicable equality Law and the Customer’s equality and diversity policy as provided to the Supplier from time to time; and
17.3.2 take all reasonable steps to secure the observance of clause 17.3.1 by all Staff.
17.4 [bookmark: _Ref377050556]The Supplier shall supply the Services in accordance with the Customer’s environmental policy as provided to the Supplier from time to time. 
17.5 The Supplier shall comply with, and shall ensure that its Staff shall comply with, the provisions of:
17.5.1 the Official Secrets Acts 1911 to 1989; and
17.5.2 section 182 of the Finance Act 1989.
18 [bookmark: _Toc499629624]Prevention of Fraud and Corruption
18.1 [bookmark: _Ref359607864][bookmark: _Ref260824497]The Supplier shall not offer, give, or agree to give anything, to any person an inducement or reward for doing, refraining from doing, or for having done or refrained from doing, any act in relation to the obtaining or execution of the Agreement or for showing or refraining from showing favour or disfavour to any person in relation to the Agreement.
18.2 The Supplier shall take all reasonable steps, in accordance with good industry practice, to prevent fraud by the Staff and the Supplier (including its shareholders, members and directors) in connection with the Agreement and shall notify the Customer immediately if it has reason to suspect that any fraud has occurred or is occurring or is likely to occur.
18.3 [bookmark: _Ref370389344]If the Supplier or the Staff engages in conduct prohibited by clause 18.1 or commits fraud in relation to the Agreement or any other contract with the Crown (including the Customer) the Customer may:
18.3.1 terminate the Agreement and recover from the Supplier the amount of any loss suffered by the Customer resulting from the termination, including the cost reasonably incurred by the Customer of making other arrangements for the supply of the Services and any additional expenditure incurred by the Customer throughout the remainder of the Agreement; or 
18.3.2 recover in full from the Supplier any other loss sustained by the Customer in consequence of any breach of this clause.
19 [bookmark: a324896][bookmark: a754740][bookmark: a771580][bookmark: d4695e134][bookmark: a688721][bookmark: a797188][bookmark: a424610][bookmark: a247073][bookmark: a57863][bookmark: d4695e160][bookmark: a836145][bookmark: a1017728][bookmark: d4695e202][bookmark: a555840][bookmark: d4695e232][bookmark: a825464][bookmark: a1049772][bookmark: a111270][bookmark: a395620][bookmark: a107224][bookmark: a673334][bookmark: a975002][bookmark: a207401][bookmark: _Ref359607573][bookmark: _Toc499629625]Dispute Resolution
19.1 [bookmark: _Ref359607911]The Parties shall attempt in good faith to negotiate a settlement to any dispute between them arising out of or in connection with the Agreement and such efforts shall involve the escalation of the dispute to an appropriately senior representative of each Party.
19.2 If the dispute cannot be resolved by the Parties within one month of being escalated as referred to in clause 19.1, the dispute may by agreement between the Parties be referred to a neutral adviser or mediator (the “Mediator”) chosen by agreement between the Parties.  All negotiations connected with the dispute shall be conducted in confidence and without prejudice to the rights of the Parties in any further proceedings.  
19.3 If the Parties fail to appoint a Mediator within one month, or fail to enter into a written agreement resolving the dispute within one month of the Mediator being appointed, either Party may exercise any remedy it has under applicable law. 
20 [bookmark: _Toc499629626]General
20.1 Each of the Parties represents and warrants to the other that it has full capacity and authority, and all necessary consents, licences and permissions to enter into and perform its obligations under the Agreement, and that the Agreement is executed by its duly authorised representative.  
20.2 A person who is not a party to the Agreement shall have no right to enforce any of its provisions which, expressly or by implication, confer a benefit on him, without the prior written agreement of the Parties. 
20.3 The Agreement cannot be varied except in writing signed by a duly authorised representative of both the Parties. 
20.4 The Agreement contains the whole agreement between the Parties and supersedes and replaces any prior written or oral agreements, representations or understandings between them. The Parties confirm that they have not entered into the Agreement on the basis of any representation that is not expressly incorporated into the Agreement. Nothing in this clause shall exclude liability for fraud or fraudulent misrepresentation.
20.5 Any waiver or relaxation either partly, or wholly of any of the terms and conditions of the Agreement shall be valid only if it is communicated to the other Party in writing and expressly stated to be a waiver.  A waiver of any right or remedy arising from a breach of contract shall not constitute a waiver of any right or remedy arising from any other breach of the Agreement.
20.6 The Agreement shall not constitute or imply any partnership, joint venture, agency, fiduciary relationship or other relationship between the Parties other than the contractual relationship expressly provided for in the Agreement. Neither Party shall have, nor represent that it has, any authority to make any commitments on the other Party’s behalf.
20.7 [bookmark: _Ref377050579]Except as otherwise expressly provided by the Agreement, all remedies available to either Party for breach of the Agreement (whether under the Agreement, statute or common law) are cumulative and may be exercised concurrently or separately, and the exercise of one remedy shall not be deemed an election of such remedy to the exclusion of other remedies. 
20.8 If any provision of the Agreement is prohibited by law or judged by a court to be unlawful, void or unenforceable, the provision shall, to the extent required, be severed from the Agreement and rendered ineffective as far as possible without modifying the remaining provisions of the Agreement, and shall not in any way affect any other circumstances of or the validity or enforcement of the Agreement.
21 [bookmark: _Toc499629627]Notices
21.1 [bookmark: _Ref360044665]Any notice to be given under the Agreement shall be in writing and may be served by personal delivery, first class recorded or, subject to clause 21.3, e-mail to the address of the relevant Party set out in the Award Letter, or such other address as that Party may from time to time notify to the other Party in accordance with this clause:
21.2 [bookmark: _Ref360044643]Notices served as above shall be deemed served on the Working Day of delivery provided delivery is before 5.00pm on a Working Day.  Otherwise delivery shall be deemed to occur on the next Working Day. An email shall be deemed delivered when sent unless an error message is received.
21.3 [bookmark: _Ref360044325]Notices under clauses 15 (Force Majeure) and 16 (Termination) may be served by email only if the original notice is then sent to the recipient by personal delivery or recorded delivery in the manner set out in clause 21.1.
22 [bookmark: _Toc499629628]Governing Law and Jurisdiction
The validity, construction and performance of the Agreement, and all contractual and non-contractual matters arising out of it, shall be governed by English law and shall be subject to the exclusive jurisdiction of the English courts to which the Parties submit.
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[bookmark: _Toc499629629]ANNEX 2 – PRICE SCHEDULE
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[bookmark: _Toc499629631]ANNEX 4 – SUPPLIERS RESPONSE
[bookmark: _Toc499629632](As provided within the e-Sourcing event)
[bookmark: _Toc437243999][REDACTED] 

[bookmark: _Toc499629633]ANNEX 5 – CLARIFICATIONS


[bookmark: _GoBack]

[bookmark: _Toc439318929][bookmark: _Toc499629634]ANNEX 6 – ADDITIONAL TERMS & CONDITIONS
Not Applicable


[bookmark: _Toc440457130][bookmark: _Toc499629635]ANNEX 7 – CHANGE CONTROL FORMS
	Contract Management Guidance – Template #10
CHANGE CONTROL FORM- General – v. 4

	Contract Name:
		
	Contract Ref. No.
	

	[This is a template format for a Change Control Form, to be used for initiation and management of contract changes from change initiation to sign off. The change details and progress should be also captured in the central Change Control Register (#9). The form headings correlate to key stages in the change approval process. Not all the information listed under each stage will necessarily be needed for every contract and the content may need to be supplemented with contract-specific provisions. However all the stages need to be filled in and signed off before the change is regarded as complete.
 Before progressing the change from stage to stage always make sure that representatives signing the change on behalf of the customer, supplier and CCS have the authority to approve the scope and cost of the relevant change. Refer to CM Standards Change Control stage for further guidance]

[Guidance on how to fill in specific stages or the wording to be added in relation to each specific contract is put in square brackets and in Italics throughout the document]

Change Control Process map: 

	 CUSTOMER CHANGE NOTICE (CCN)


 

	[insert summary of contractual provision/ process agreed with the supplier for contractual change control]

	 

	Initiated by:


[unique ref. No., as recorded in Change Control Register]
[name/ job title/ organisation]
CCN Reference:





Source of change:

: Date CCN Raised by relevant party:



[Customer/ CCS/ Supplier]





This is a variation to the contract between the [insert authority] and [insert supplier]. 

The Terms and Conditions of the Contract apply but with the following amendments:

Reason for change: [change in customer requirements; savings initiative; change in law/ regulations etc]


STAGE 1 - CUSTOMER

Summary of proposals/ requirements





[lump sum/ ongoing payments]
Proposed payment:


Required delivery date, with rationale:


[specify if there is a critical deadline by which the change needs to be complete (e.g. specific event such as a scheduled date for opening of a new office or government committee date)] 




Change authorised to proceed to Stage 2 (Customer organisation representative)
):









Date 
Print Name & Position 
Signature 


Change authorised to proceed to Stage 2 (CCS representative):








Signature 

Print Name & Position 
Date 




	STAGE 2 – SUPPLIER


	Comments/ Caveats on requested change
	[e.g. proposed implementation route; conditions of delivery]


	

	CAPITAL / IMPLEMENTATION COST

	Labour
	

	Materials
	

	Other Costs
	

	TOTAL:
	

	REVENUE COSTS (per annum)

	
	Contract Base Rate
	Current Contract Rate

	Breakdown
	
	

	Breakdown
	
	

	Breakdown
	
	

	Breakdown
	
	

	TOTAL
	
	

	ABORTIVE COSTS:
	[Cost incurred if CCN is withdrawn. Delete this row if no abortive costs can be expected (e.g. supplier is unlikely to incur professional fees in costing and submitting a costed proposal ]

	NB: Any abortive costs to be discussed with the customer before being incurred

	

Anticipated period from CCN being authorised by customer to start of related provision






Anticipated implementation period, if any 






Signed (Supplier Representative):


Print Name & Position:





Date:




Change authorised to proceed to Stage 4  (CCS):








Signature 
Date 
Print Name & Position 




	STAGE 3 - CLARIFICATIONS

	[this stage is to be used if CCS/ customer organisation are not clear on or don't agree with the supplier's proposals for CCN implementation.]

	
Clarifications/ queries 


to supplier regarding                                                                                                             Date:
their proposals:                                                                 






Supplier Response                                                                                                                  Date:                       
                            



	STAGE 4 - CUSTOMER CCN SIGN-OFF TO PROCEED TO IMPLEMENTATION

	 CCN Withdrawn:
[Yes/ no]




	By signing below, unless CCN is withdrawn, the [Customer / Authority, as defined in the contract] agrees to pay the [Supplier/ Contractor, as defined in the contract] the costs detailed in Stage 2, by deadlines agreed with the supplier, or as defined in the contract.

	

	 Signed (Customer Representative):


Print Name & Position 







Date: 



Change authorised to proceed to implementation (CCS):






Print Name & Position 
Signature




Date:





	
STAGE 5 - CCN COMPLETION SIGN-OFF
I confirm that the [works have been completed/ provision required under the CCN commenced] in accordance with the customer requirements and supplier proposals in this CCN.


Date works have been completed/ provision required under the CCN commenced:



Date Signed by Customer:







Signed (Customer representative):
Print Name & Position 







	Contract Management Guidance – Template #10
CHANGE CONTROL FORM- Extensions – v. 5

	Contract Name:
	XXXX
	Contract Ref. No.
	XXXX
[Insert CCN Change Number]

	[This is a template format for a Change Control Form, to be used for initiation and management of contract changes from change initiation to sign off. The change details and progress should be also captured in the central Change Control Register (#9). The form headings correlate to key stages in the change approval process. Not all the information listed under each stage will necessarily be needed for every contract and the content may need to be supplemented with contract-specific provisions. However all the stages need to be filled in and signed off before the change is regarded as complete.
 Before progressing the change from stage to stage always make sure that representatives signing the change on behalf of the customer, supplier and CCS have the authority to approve the scope and cost of the relevant change. Refer to CM Standards Change Control stage for further guidance

[Guidance on how to fill in specific stages or the wording to be added in relation to each specific contract is put in square brackets and in Italics throughout the document]

Change Control Process map: 

	
	CLIENT CHANGE NOTICE (CCN)
	 

	 

	[insert summary of contractual provision/ process agreed with the supplier for contractual change control]

	 

	
[unique ref. No., as recorded in Change Control Register]
[name/ job title/ organisation]
CCN Reference:

Initiated by:





Source of change:

: Date CCN Raised by relevant party:



[Customer/ CCS/ Supplier]





 

	 

	STAGE 1 - CLIENT


	Summary of proposals/ requirements :
 
 
 
 
 
	Further to the current contract expiry date of [insert date] the [insert contracting authority name] wishes to take up the option of a [insert extensions duration] extension to [insert new expiry date] as per the [Contract/ Agreement/ Call off]. 

The contract extension will be in line with the current contract terms and conditions and based upon the initial pricing schedule.

	Proposed payment:
	In line with the Terms and Conditions of Contract

	

	Required delivery date, with rationale:
	[Contract current expiry date]

	

	 



Change authorised to proceed to Stage 2 (Customer organisation representative):                           Signature                                  Print Name & Position                                Date
                                                                




Change authorised to proceed to Stage 2 (CCS representative)


                                                            Signature                                  Print Name & Position                                Date


	

	STAGE 2 – SUPPLIER
 

	Comments/ caveats on requested change:
	[e.g. proposed implementation route; conditions of delivery]


	 

	ABORTIVE COSTS :
	[Cost incurred if CCN is withdrawn. Delete this row if no abortive costs can be expected (e.g. supplier is unlikely to incur professional fees in costing and submitting a costed proposal ] 

	NB: Any abortive costs to be discussed with the client before being incurred 

	

Anticipated period from CCN being authorised by client to start of related provision

	[Supplier name, as appears in the contract] confirms that the costs identified above are the agreed figures that will be payable on CCN implementation

	

	

Signed (Supplier Representative):                                                                                                       




Print Name & Position: 


Date:  


	STAGE 3 – CLARIFICATIONS
[this stage is to be used if CCS/ customer organisation are not clear on- or don't agree with the supplier's proposals for CCN implementation.]

	


Clarification/ queries to 
to supplier regarding                                                                                                                Date:          
their proposals:







Supplier response                                                                                                                                 Date:

	STAGE 4 - CUSTOMER CCN SIGN-OFF TO PROCEED TO IMPLEMENTATION 

	 [Yes/No]

Variation Withdrawn 


	By signing below, unless CCN is withdrawn, the [Client / Authority, as defined in the contract] agrees to pay the [Supplier/ Contractor, as defined in the contract] the costs detailed in Stage 2, by deadlines agreed with the supplier.

	

	


Signed (Customer Representative):





Date
Print Name & Position 

Signature



Change authorised to proceed to implementation (CCS):









Date 
Print Name & Position 
Signature





	STAGE 5 - CCN COMPLETION SIGN-OFF
[This section doesn’t need to be filled in, if the extension is granted on the same terms and based on same rates as the original contract]


	I confirm that the [works have been completed/ provision required under the CCN commenced] in accordance with the customer requirements and supplier proposals in this CCN.


	
Date works have been completed/ provision required under the CCN commenced:
Date Signed by Customer:







Signed (Customer representative):



Print Name & Position 
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[bookmark: _Toc297554772]


1. [bookmark: _Toc368573027][bookmark: _Toc497121616]PURPOSE

[bookmark: _Toc296415791]The Forensic Information Databases Service (FINDS) require the services of a UKAS accredited certification body to perform audits and to provide certification to ISO 9001.

[bookmark: _Toc368573028][bookmark: _Toc497121617][bookmark: _Toc297554773][bookmark: _Toc296415805][bookmark: _Toc296415793]BACKGROUND TO THE CONTRACTING aUTHORITY

The FINDS is part of the Home Office Security, Science and Innovation Directorate dedicated to the provision of timely, accurate and impartial forensic information to aid in the prevention and detection of crime. The Unit ensures the timely and cost effective delivery of the National DNA Database (NDNAD), the National Footwear Database (NFD), the Missing Persons DNA Database (MPDD), the Vulnerable Persons DNA Database (VPDD), the National Fingerprint Office (NFO) and Application Support to police forces and other stakeholders whilst ensuring the integrity of the records.  This helps to maintain public confidence and supports policing in reducing crime, maintaining order, and bringing criminals to justice.

[bookmark: _Toc368573029][bookmark: _Toc497121618]Background to requirement/OVERVIEW of requirement

[bookmark: _Toc297554774]The FINDS have a requirement to put in place a three year Contract (with the option to extend for a further year) for a UKAS accredited certification body to perform audits and provide them with certification to ISO 9001.

The FINDS are committed to maintaining International Standards Organisation (ISO) 9001 certification. This requires the creation, implementation, maintenance and continuous improvement of a procedure driven business management model, called a Business Management System (BMS). Compliance with the requirements of ISO 9001 and the subsequent certification ensures that the Units operate an effective and universally recognised system for the scoping, delivery and measurement of customer satisfaction. 

Currently the FINDS undergo external audits by a UKAS accredited certification body on a 6 monthly basis to ensure maintenance of certification to ISO 9001 with a longer recertification audit every 3 years.

The current ISO 9001:2015 certificate for the NDNAD, NFD, MPDD and VPDD expires on the 15th June 2018. The NFO and Application Support require certification to the ISO 9001 standard.

Currently there are approximately 42 members of staff operating for the organisation from two sites. The NFO is located in London and the NDNAD, NFD, MPDD, VPDD and Application Support are located in Birmingham.  

[bookmark: _Toc497121619][bookmark: _Toc368573030]definitions 

		Expression or Acronym

		Definition



		BMS

		means Business Management System



		FINDS

		means Forensic Information Databases Service



		ISO

		means International Standards Organisation



		MPDD

		means Missing Persons DNA Database



		NDNAD

		means National DNA Database



		NFD

		means National Footwear Database



		NFO

		means National Fingerprint Office



		UKAS

		means United Kingdom Accreditation Service



		VPDD

		means Vulnerable Persons DNA Database





[bookmark: _Toc497121620]scope of requirement 

The scope of the requirement extends to the provision of the services of a UKAS accredited certification body to perform audits and provide certification to ISO 9001 to the FINDS.

There is a requirement to certify the NFO and Application Support to ISO 9001:2015 by April 2018. The NDNAD, NFD, MPDD and VPDD already hold certification to ISO 9001:2015 but require a UKAS accredited certification body to perform surveillance audits to ensure maintenance of certification to ISO 9001.

The FINDS are only seeking a Provider to provide ISO 9001 certification, audits to other standards are not required.  

[bookmark: _Toc368573031][bookmark: _Toc497121621]The requirement

The Provider shall carry out an ISO 9001:2015 certification audit for the NFO and Application Support by April 2018. 

The external Provider shall carry out audits to an agreed schedule to ensure continued certification to ISO 9001:2015 for all of FINDS e.g. annually or 6 monthly. The required frequency and justification should be provided in the Provider’s response to the tender.

The Provider will also need to be able to provide any additional audits or consultation to ensure the closure of any major-non-conformances (should they occur) within the required timeframes to enable the organisation to maintain their ISO certification.  

A plan for the audit should be agreed up to one month before the start date of the audit. The subject of each audit is at the discretion of the certificating auditor. Areas and clauses for audit will be selected through agreement between the organisation and the external Provider prior to the audit. 

It is the responsibility of the auditor to electronically prepare comprehensive reports on findings, good practice, poor practice, and suggested improvements whilst stating specific reference to the respective clauses under ISO 9001.

The audit report should be submitted (electronically as a PDF document) to the organisation within two weeks of completion of the audit.

A schedule of audits for the 3 year period will need to be agreed between the Provider and the organisation at the start of the Contract. The specific dates for audits should be agreed between the external Provider and the organisation up to six months (but no less than 1 month) in advance of the start date of the audit.

The external Provider must provide the organisation with the security clearance, date of expiry of security clearance, and the CV of all potential auditor(s). The selection of the auditor to undertake the audits should be agreed between the external Provider and the organisation.

[bookmark: _Toc368573032][bookmark: _Toc497121622]key milestones

The Potential Provider should note the following project milestones that the Authority will measure the quality of delivery against:

		Milestone

		Description

		Timeframe



		1

		Provider to confirm and agree scope and dates of the certification audit for the NFO and Application Support under this Contract.

		Within week 2 of Contract Award



		2

		Provider to confirm and agree scope and dates of first surveillance audit under this Contract with the organisation. This may need to exclude the NFO and Application Support depending on timescale for the certification audit.

		

Within week 2 of Contract Award



		3

		The Provider to agree with the organisation the schedule of audits going forward.

		Within week 6 of Contract Award



		4

		A review meeting (teleconference) between the Provider and the organisation to check understanding, review KPIs, and discuss how the Contract is going should occur 12 months after the start of the Contract unless significant concerns on either side warrant an earlier discussion.

		12 months after Contract Award





[bookmark: _Toc302637211]

[bookmark: _Toc497121623][bookmark: _Toc368573033]authority’s responsibilities

The FINDS will provide contact details of key project personnel upon the award to the successful certification body.

Any documentation for audit purposes that is required in advance by the Potential Provider will be provided by FINDS.

[bookmark: _Toc497121624]reporting

Upon completion of each audit the auditor shall provide a full audit report as detailed in section 6.6.

[bookmark: _Toc368573034][bookmark: _Toc497121625]volumes

Currently the FINDS have a 3 day certification audit every 3 years and 1 day surveillance audit every 6 months, however, it is expected that the number of days will likely increase with the additions of the NFO and Application Support.

[bookmark: _Toc368573035][bookmark: _Toc497121626]continuous improvement

The Supplier will be expected to continually improve the way in which the required Services are to be delivered throughout the Contract duration.

Changes to the way in which the Services are to be delivered must be brought to the Authority’s attention and agreed prior to any changes being implemented.

[bookmark: _Toc497121627]Sustainability

There are no sustainability considerations for this requirement.

[bookmark: _Toc368573036][bookmark: _Toc497121628]quality

The Provider of ISO 9001 certification services must hold ISO/IEC 17021:2011 or ISO 17021:2015 to provide ISO 9001:2015 quality management systems certification accredited by the United Kingdom Accreditation Service (UKAS).

[bookmark: _Toc368573037][bookmark: _Toc497121629]PRICE

Consultant day rates should be provided with a breakdown of the number of days required to meet the requirements of this Contract.

A formal quote shall be submitted via the Appendix E and shall include expenses but excluding VAT.

[bookmark: _Toc368573038][bookmark: _Toc497121630]STAFF AND CUSTOMER SERVICE

The Authority requires the Potential Provider to provide a sufficient level of resource throughout the duration of the Provision of Audit Services for FINDS ISO 9001 Certification Contract in order to consistently deliver a quality service to all Parties.

Potential Provider’s staff assigned to the Provision of Audit Services for FINDS ISO 9001 Certification Contract shall have the relevant qualifications and experience to deliver the Contract. 

The Potential Provider shall ensure that staff understand the Authority’s vision and objectives and will provide excellent customer service to the Authority throughout the duration of the Contract.  

[bookmark: _Toc368573039][bookmark: _Toc497121631]service levels and performance

The Authority will measure the quality of the Supplier’s delivery by:

		KPI/SLA

		Service Area

		KPI/SLA description

		Target



		1

		Audit Scheduling

		The date for the next audit should be agreed between the external Provider and the organisation up to six months (but no less than 1 month) in advance of the start date of the audit.

		100%



		2

		Audit Planning (scope and areas for audit)

		A plan for the audit should be agreed up to one month before the start date of the audit.

		100%



		3

		Audit Reports

		The audit report should be submitted (electronically as a PDF document) to the organisation within two weeks of completion of the audit.

Containing as a minimum findings relating to good practice, poor practice, and suggested improvements and stating specific reference to the respective clauses under ISO 9001.

		100%







[bookmark: _Toc368573040]Where the organisation identifies poor performance against the agreed KPI’s, the Provider shall be required to attend a performance review meeting. The performance review meeting shall be at an agreed time no later than 10 working days from the date of notification at the organisations’ premises.



The Provider shall be required to provide a full incident report which describes the issues and identifies the causes. The Provider shall also be required to prepare a full and robust ‘Service Improvement Action Plan’ which sets out its proposals to remedy the service failure. The Service Improvement Plan shall be subject to amendment following the performance review meeting and agreed by both parties prior to implementation.



The organisation agrees to work with the Provider to resolve service failure issues. However, it will remain the Provider’s sole responsibility to resolve any service failure issues.



Where the Provider fails to provide a Service Improvement Plan or fails to deliver the agreed Service Improvement Plan to the required standard, the organisation reserves the right to seek early termination of the Contract in accordance with the procedures set out in Appendix C - Terms and Conditions.



[bookmark: _Toc497121632]Security requirements

Auditors will be required to hold security clearance to SC level and have valid NPPV3 clearance.

In order for the auditor to gain access to site, details of the auditor will need to have been provided in advance including details of security clearances. Auditors will also be required to have photographic ID on them to gain access to site.

All staff of the Provider’s organisation who have access to the audit report and any material marked officially sensitive will need to hold security clearance at SC level.

[bookmark: _Toc368573041][bookmark: _Toc497121633]intellectual property rights (ipr)

The Intellectual Property Rights on all work undertaken under this Contract will be in line with the Contract standard terms and conditions.

[bookmark: _Toc497121634][bookmark: _Toc368573042]payment

Payment can only be made following satisfactory completion of pre-agreed audits and agreement of the report with the customer. 

Before payment can be considered, each invoice must contain a valid purchase order number and must include a detailed elemental breakdown of work completed and the associated costs. 

Invoices should be submitted to Home Office Shared Service Centre with a copy sent to the Quality and Risk Manager.

[bookmark: _Toc497121635]additional information 

There is no additional information for this requirement. 

[bookmark: _Toc368573043][bookmark: _Toc497121636]Location 

The location of the Services will be carried out in Birmingham (Solihull) and 1st Floor, Fry Building, Home Office 2, Marsham Street (London, SW1P 4DF).
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Chapter 1: Introduction to Inland and Overseas Travel  



General principles governing travel and expenses 
 



It is recognised that you may be required to undertake official travel to a temporary 



workplace as part of your normal duties and incur additional costs. The Home Office 



will meet the full cost of authorised excess travel incurred by its staff on official 



business, subject to the parameters set out in this manual. Full details of what can 



be claimed can be found under Official Travel..   



 
This manual provides detailed rules and procedures relating to reimbursement of all 



official business expenditure for travel within the UK and overseas. Note: there are 



still separate arrangements for overseas postings.  



 
Travel expenditure and meal rates are not remuneration and are not reckonable for 



pension. Where no extra expense is incurred, no reimbursement is due.   



Exceptional circumstances 
 



This manual is not designed to cover every eventuality because this may risk setting 



precedents.  



 
Should an exceptional expense incurred on official business not be covered in this 



manual and result in you being significantly out of pocket, a discretionary payment 



may be considered.  These requests must be pre-approved by your manager (of at 



least HEO or equivalent) and then a Grade 6 or above as reimbursement cannot be 



guaranteed. If the request is over £5,000 the case must be referred to the HM 



Treasury.  



Who this manual applies to 
 



 this manual applies to all permanent, fixed term and agency staff (please note 



that agency staff must book and pay for their travel and submit the claim to their 



agency) 



 staff on loan from another department or agency unless they are specifically 



excluded (for example, if they have been advised that they will be covered 



under their home department’s policy) 
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 staff on secondment who have been specifically advised they will be on Home 



Office expenses otherwise they will be covered by their home department 



policy 



Public perception, sustainability and value for money 



 
You must take into consideration public perception when booking travel, as there is a 



reputational risk to the department which is often asked to publish expenses data.  



 
You must use the most efficient and economic means of travel, taking into account 



cost of travel and carbon emissions to assist with the Government’s commitment to 



reduce its carbon footprint.  



 
The use of technology as an alternative to travel reduces stress and fatigue, saves 



significant costs, both in travel time and expenses and helps the Home Office meet 



its sustainability target. 



 
In accordance with the Civil Service Code and Civil Service Management Code you 



are responsible for ensuring: 



 that public money and other resources are used properly and efficiently 



 that staff are only reimbursed for expenses which they actually and necessarily 



incur in the course of official business  



 all expenses are verified and authorised in accordance with the departmental 



rules 
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Chapter 2: Key Definitions 



Home is 



 your permanent place of residence at the time of your initial posting for new 



entrants 



 your normal place of residence from which you commuted to your permanent 



station prior to a posting elsewhere, either on detached duty or permanent 



transfer 



Permanent station is: 
 your normal place of work where you attend regularly to perform the duties of 



your employment 



A period of absence is defined as:  
 the actual time from when the journey starts until it ends at your place of work 



 the shorter of either the actual time of absence or the time you would have 



been absent had the journey begun and/or ended at your place of work if you 



opt to travel directly to/from your home 



Official travel is: 



 travel to a temporary workplace which is not the normal place of work and 



where attendance is required for work purposes. Details of what is included and 



not included under this definition are set out below. Exceptions to this definition 



are set out in Chapter 7. 



 



Official travel includes: Official Travel does not include: 



a. travelling daily between home 



and a detached duty station (i.e. 



where staff are not being paid for 



overnight accommodation) 



a. travel between home and 



permanent station  



b. travel from a permanent station to 



another location on official duty 



b. travel that is undertaken for 



private or non-business reasons 



c. travel to and from departmental 



selection and promotion boards 



within the Home Office 



c. travel on first taking up duty or 



finally leaving it 
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d. travel to and from a detached 



duty location at the beginning and 



end of the detached duty period 



(visits home at weekends or rest 



days are not official travel; 



payment for these journeys is 



dealt with under the entitlement 



criteria for detached duty cost of 



travel home  



d. visits home at weekends or rest 



days from a permanent location 



(except where in receipt of night 



subsistence or lodging 



allowance, or as part of a 



relocation) 



e. travel to and from attendance at 



training courses 



 



 



f. journeys made on recall to duty 



from annual leave 



 



Detached duty is: 
 a period of duty away from your permanent office(s) 



 
Detached duty that is expected to last more than 24 months, or where there is no 



intention to return to your permanent station is classed as long term detached duty 



and any travel costs reimbursed are taxable. 



Detached duty location is: 
 any location other than your permanent place of work and can include a training 



site or somewhere you may be attending for interview.  It is somewhere you go 



only to perform a task of limited duration or for a temporary purpose 



 a period of detached duty can also refer to a cluster of offices within immediate 



vicinity of each other. Bed & Breakfast rate can only be paid during the initial 



30-day period and a fresh 30-day count is not applicable if you move from one 



to another without returning to your permanent office in between. Details can be 



found under 30-day expense limit; circumstances under which the rate can be 



exceeded and where a reduced rate or no rate is payable. 



A dual workplace and geographical location is defined as: 



 a dual workplace is where you have more than one permanent place of work 



 a geographical location is where you have a job where you do not have a single 



site or sites but the role is defined by reference to a geographical area 
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 further details of these arrangements and any tax liability can be found in the 



Dual Workplace guidance 



Excess travel is calculated as follows: 



 you must claim for the distance actually travelled less the cost of your normal 



home to office journey, e.g. deducting the mileage to your permanent office 



from claims for mileage and the cost of a daily ticket from the cost of the 



business journey 



 where your normal journey is undertaken by public transport and you can use 



the ticket for part of your journey, the Home Office will reimburse the difference 



Where you cannot use the ticket for all or part of your journey, the Home Office 



will reimburse you for the full cost of the journey 



 where journeys are made by private vehicle, reimbursement will generally be at 



public transport rate 



 if you normally travel to work by car and your official journey is by public 



transport you do not have to deduct the car mileage; you can claim the full cost 



of public transport 



 
 





https://horizon.fcos.gsi.gov.uk/file-wrapper/dual-workplace-and-area-based-working-guidance
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Chapter 3: General Principles for Travel and Expenses, 
claiming and items not allowable 



General rules for travel 
 



Before arranging official travel, you should consider: 



 can you use video conferencing, teleconferencing or desktop sharing as an 



alternative to travel? 



 has your travel/visit been pre-authorised by your line manager (minimum HEO)/ 



budget holder? 



 has your travel been booked through the Home Office travel service? 



 is your journey strictly necessary and the most economical based on cost and 



time? 



 have you booked the most appropriate class of travel (standard / economy)?  



 are you using the lowest cost option, such as Oyster card/contactless for travel 



within the London pay zones, advance fares, discount railcards, split returns 



and off peak travel?  



 is the travel for official duty and not for personal benefit?  



 is the travel arising from an invitation from an external body to represent the 



Home Office? If so these costs must be met by the external body 



 if you do need to travel, can you maximise the value of your trip, e.g. by 



arranging multiple meetings / tasks on the same visit? 



 does more than 1 person need to travel? If so then a clear business justification 



must be agreed in advance by your line manager (minimum HEO) / budget 



holder?  



 can your meeting or event be arranged so that travel/hotel requirements for 



participants is minimised and where travel can be booked outside of peak 



times? 



 
Use of the Home Office travel service is mandatory. This travel service specifically 



offers a price match guarantee: if you can find the same journey with the same terms 



and conditions at a cheaper rate than offered by the travel service, they will match 



the price. 
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Travel insurance 
 



In the event of personal injury or loss of personal effects whilst travelling on official 



duty, you should review the Insurance guidance  which contains contact points for 



queries.  



 
Claims will be considered on a case by case basis having regard to normal terms 



and conditions of service. This reflects the general rule that government is large 



enough to bear its own risk and therefore does not insure commercially under Crown 



Indemnity. 



General rules for claiming iExpenses   
 



Your claim must refer to actual expenses incurred and be supported by receipts.  



When you submit your claim via iExpenses you should, where possible, scan 



receipts and attach them to your claim. However you should retain either the original 



or scanned copy for three years for tax or audit purposes and submit them on 



request to either to SSCL or HMRC.   



 
Receipts for less than £10 against the categories below can be discarded once your 



manager has approved the claim on iExpenses. HMRC has granted dispensation for 



these receipts not to be retained:  



 bus fares    



 congestion charges 



 parking 



 taxis 



 tolls 



 tube fares 



 cycle hire 



Receipt retention  
 



You must retain any scanned receipts submitted to SSCL for of over £10 (unless in a 



category detailed above) for 3 years for tax and audit purposes. 



 
Before claiming expenses for business trips overseas please refer to the iExpenses 



overseas travel manual contained in Section B of this guidance. 





https://horizon.fcos.gsi.gov.uk/section/work-tools-and-guides/topic/finance/finance-policy-and-guidance/insurance
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Taxation  
 



Some expenses detailed in this policy are taxable, as HRMC deems these to be a 



benefit in kind.  Full details of the tax treatment can be found in the taxation section. 



Claims paid by another government department  
 



If you receive your travel and subsistence payments from another government 



department or external company as part of your official duty, you must not claim 



these from the Home Office. If you are reimbursed by the Home Office and 



subsequently receive payment from the outside source, the Home Office must be 



notified and reimbursed. Failure to do so may result in disciplinary/recovery action. 



Expenses payable during multiple day visits 
 



If you travel daily on two or more consecutive days on official business or detached 



duty, and your line manager agrees it is unreasonable for you stay overnight then 



you are only entitled to claim the lower of: 



 your travelling expenses on each of the days you travel (including costs such 



as day rates, garaging and toll charges) 



 your travelling expenses to and from the location plus receipted bed & 



breakfast 24 hour meal rate or lodging allowance to which you would have 



been entitled if you had stayed overnight. The rates are set out in Annex 2) 



90 day claims limit 
 



Claims must be submitted after each journey and always within 90 days.  You must 



submit expense claims promptly at year end so that they are recorded against the 



correct financial year. This may be less than 90 days.   



 
Failure to action a claim within this timescale may result in the claim being declined 



and will, in all cases require an explanation to the line manager for the delay in 



submission. The reason for the delay will need to be included in the iExpenses 



justification box.  
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Claiming temporary imprests 
 



This is an advance of money issued to meet expected expenditure on a forthcoming 



business trip. It must not be used for personal or private use. You should apply via 



iExpenses. 



 
A temporary imprest will not normally be issued more than two weeks before the 



start of the duty, and not normally after commencement.  



 
You must submit your claim within four weeks of the end of the duty for which the 



imprest was granted.  Failure to do so may result in recovery being made from your 



salary. 



 
If the claim falls short of the imprest you must make arrangements to repay the 



balance owing by contacting SSCL. If there is an unwarranted delay in the clearance 



of the imprest, then further imprests may be refused. 



Line managers responsibility 
 



Line managers expense related duties 



 prior authority provided for the journey and other expenses were 



necessarily incurred on official business 



 the travel arrangements were the most efficient and economical 



 mandatory prior approval is received from Crown Commercial Services 



where, exceptionally, bookings have to exceed permitted financial 



ceilings 



 prior authority provided if travel by private vehicle is essential, and that 



the vehicle fulfils the mandatory checks and insurance requirements set 



out in the car hire section and Annex 3 



 the claim is correctly completed with an appropriate justification and 



submitted within 90 days of travel 



 expense amounts and receipts have been verified (for Grade 7 and below 



only).  Failure to fulfil this duty may result in disciplinary action being 



taken against you 
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Travel and expenses cards 
 



You must not use a travel & expenses card for: 



 any travel that can be booked through the Home Office travel service. This 



includes air, rail and hotels 



 the purchase of food as this is only reimbursable on iExpenses based on 



receipted actuals 



 to pay for travel related costs incurred by a colleague 



 
Annex 4 includes full information and rules relating to T&E cards and specifies the 



travel-related costs for which the cards can be used i.e. top up of business (not 



personal) oyster cards, tolls and car parking. Misuse of the card or inappropriate 



expenses will lead to automatic cancellation of your card, and may lead to 



disciplinary action. 



Loyalty cards 
 



Loyalty Points (e.g. air miles, hotel and supermarket schemes) earned from 



expenditure on travel booked in relation to official business travel can only be 



redeemed against future official business travel. Personal use of loyalty points goes 



beyond acceptable bounds for a public servant.  



 
Note: related benefits which are of minimal value, such as access to special 



departure lounges, or membership of the Frequent Flyer Clubs, are acceptable. 



Alcohol 
 



Expenditure on alcohol must not be claimed when on official business. Full details of 



providing hospitality can be found in the Guidance on Accepting and Providing Gifts 



and Hospitality. 



Tips and gratuities 
 



Tips and gratuities will not be reimbursed except in the circumstances where the 



gratuity is part of the price for the service e.g. a service charge in a restaurant. 





https://horizon.fcos.gsi.gov.uk/file-wrapper/guidance-accepting-and-providing-gifts-and-hospitality


https://horizon.fcos.gsi.gov.uk/file-wrapper/guidance-accepting-and-providing-gifts-and-hospitality
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Section A: Inland Travel 



Chapter 4: Travel Expenses by Public Transport 



Introduction 
 



It is mandatory that, where available, all travel is booked through the Home Office 



Travel service and is pre-authorised by your manager / budget holder. 



 
You must select the options that offer the best value for money i.e. timed tickets, 



cheap day returns, booking single tickets if these are more cost effective, group save 



and split tickets. 



 
Use of private vehicles must be restricted to journeys that cannot be readily 



undertaken by public transport, where a pool car is not available or use of a hire car 



is not economical.  



Rail travel 
 



When travelling by rail, you should book the most cost effective means of travel such 



as advance tickets on specific trains, wherever possible, unless other options are 



more cost effective. Note: open flexible tickets should only be booked when you 



have no way of knowing when a meeting will end; however all attempts must be 



made to ascertain the end time. If an open return ticket is required you should still 



book a restricted (set time) ticket for the outward journey, where this is the most cost 



effective option. 



 



If you travel overnight on official business you are entitled to occupy a sleeping berth 



at Home Office expense. 



Class of travel 
 



First class rail travel may be booked if there are no standard class facilities available, 



and to accommodate staff with disabilities or other special needs requirements.  



 



First class travel can only be booked with Director level approval. As with all travel 



bookings, If first class travel is approved, you should book travel in advance, 



wherever possible, to take advantage of cheaper rates.    
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Where a Home Office ticket printer is available, these should be used to print rail 



tickets as charges are applied to the Home Office for tickets collected on departure 



or sent by mail. 



Oyster cards and contactless payment cards  
 



The Home Office encourages the use of Oyster and contactless cards within London 



travel zones. Cards must be registered online at the Transport for London Oyster 



website . Registration allows for a journey history to be retained and used as 



evidence when managers approve claims. It also provides protection in the event of 



loss of theft.  The Home Office will reimburse the administration charge for an Oyster 



card used purely for business travel.  



 
You can use a Travel and Expenses card (see Annex 4) to purchase or top up cards 



for business travel. However where cards are used for both personal and business 



journeys a Travel and Expenses card cannot be used and the business journeys 



have to be claimed via iExpenses after the journey is completed.  



 
Frequent travellers should have their own card; infrequent travellers should make 



use of a team card. A record of all journeys made must be retained together with 



details of who made the journey in the case of a shared card. Alternatively staff can 



use a contactless payment card and claim this back via iExpenses. 



 
Business oyster cards must not be used for personal journeys such as home to work 



travel. If you travel from a business meeting directly to your home, only the additional 



cost of travel can be claimed. 



Railcards and commuter discounts 
 



Railcards and other commuter discount cards  you hold (e.g. 16 – 25, family and 



friends, disabled persons, senior railcards) should be used to take advantage of 



discounted fares. The Home Office will not reimburse for these cards because they 



can also be used for non business travel. 





http://www.tfl.gov.uk/oyster


http://www.tfl.gov.uk/oyster
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Air travel: Domestic 
 



Domestic air travel must be agreed in advance by a minimum of SCS Payband 1 and 



requires a business justification i.e. significant cost or time savings advantage, after 



accounting for travel time to airport and check in time. Domestic flights must be in 



economy class.  



 
If, exceptionally, you do need to travel by air, you must book the travel as early as 



possible to take advantage of the cheapest fares.  



Air travel: Overseas  
 



The class of travel is governed by the duration of the flight (see table below). First 



class air travel must not be booked under any circumstances.   



 
Journey time to and from the airport, or any stop over for personal reasons is not 



included in the hours set out below.  



 
Business class travel can be booked for flights over 10 hours, with exceptions as set 



out below.  



 



Flying time Class of travel 



Up to 5 hours All journeys at public expense: Economy 



5 hours – 10 
hours 



All  journeys at public expense: 



Economy (but see * below) 



Over 10 hours 
total journey 
time ** 



All  journeys at public expense: 



Premium Economy / Business (subject to 



agreement with budget holder) 



 
* Subject to the authority of Directors, the next higher class, including 



premium economy may be used: 



 where strict application of the class-of-travel rules would not be cost 



effective 



 where the higher class of travel better suits the needs of the 



business, and the travel arrangements can be justified 
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 for short duty visits out and back in a working day - you will not be 



entitled if you stay overnight 



 when bookings are not available in the lower class and the timing or 



date of the journey cannot be changed 



 if you will be required to work within a few hours of arrival at either 



end of the journey 



 on disability/medical grounds  



 
**  If there is a requirement to change flights, the total journey time includes 



the total time of the flight and any stop over.  



Sea travel 
 



All sea travel must be undertaken in standard class.  



Overnight travel 
 



If you travel overnight on official business by sea, rail or coach, you may occupy a 



sleeping berth at Home Office expense, dependent on availability. 



Taxi travel 
 



Use of taxis is not an entitlement and official journeys should be made by public 



transport, especially in London. Taxi fares may be claimed only where: 



 there is no other suitable public transport available 



 where heavy luggage has to be transported to or from the place of departure or 



arrival 



 where it is cost effective to travel by taxi, whether for the whole journey or 



combined with other modes of travel 



 where the saving of official time is essential 



 reasonable adjustment cases 



 



The concession for taxis does not apply if you work late as part of a regular rostered 



commitment, or are in receipt of a shift or other allowance which takes account of 



irregular attendance 



 
A justification for the use of taxis must be provided when you make your claim. 
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Chapter 5: Car Hire and use of Private Vehicles 



Eligibility and rules 
 



Business travel must be made by public transport to meet the Government-wide 



sustainability agenda. If there is no public transport available staff should, in order of 



priority, use: 



 a hire car, where it is cost effective to do so.  



 a private vehicle (subject to line manager approval and insurance requirements 



being met as set out in Annex 3) 



 
Before you travel by either private vehicle or hire car, it is pre-requisite that you read 



the Spot hire guidance and Fleet and Driver policy (in particular Appendix 1 & 15 



which must be signed in advance by the Line Manager). 



Fines 
 



Financial penalties for motoring offences, including parking, will not be met by the 



Home Office. 



Car hire 
 



Where you are required to hire a car for official travel, it must be booked through the.  



Home Office Car Hire Contract. 



 
When you refuel the vehicle you may pay and claim for reimbursement; use a Travel 



and Expense (T&E) Card; or a fuel card if issued. In all cases you must obtain a VAT 



receipt and retain for 3 years for tax and audit purposes.  



Travel by private vehicle 
 



You must obtain authority from your line manager to use your private vehicle for 



official travel (see the Spot hire guidance and Fleet and Driver policy). To comply 



with the Health & Safety at Work Act 1974 and the Corporate Manslaughter & 



Corporate Homicide Act 2007, line managers must ensure the private vehicle is 



roadworthy in accordance with the Road Traffic Act 1988 as amended by the Road 



Traffic Act 1991.   



 





https://horizon.fcos.gsi.gov.uk/file-wrapper/guidance-spot-hire-vehicles


https://horizon.fcos.gsi.gov.uk/file-wrapper/fleet-and-driver-policy


https://horizon.fcos.gsi.gov.uk/section/booking-vehicle-hire


https://horizon.fcos.gsi.gov.uk/file-wrapper/guidance-spot-hire-vehicles


https://horizon.fcos.gsi.gov.uk/file-wrapper/fleet-and-driver-policy
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Your private vehicle is: 



a. registered in your name: either owned or on hire purchase 



b. hired by you for personal use, as opposed to hired specifically for official use  



c. registered in the name of your spouse or partner provided the insurance 



requirements are fulfilled (see Annex 3) 



 
When civil servants use their private vehicle on official business, or travel as an 



official passenger in another civil servant’s vehicle, they are: 



a. travelling in the course of their official duty for the purpose of the Injury Benefit 



Provisions of the Principal Civil Service Compensation Scheme (Section 2[1] of 



the Superannuation Act 1972) 



b. covered by the Social Security Act 1975, subject to the decision of the statutory 



authorities in a particular case 



 
The rules governing payment of motor mileage allowances continue to apply when: 



a. you travel on official business in a vehicle which you own but which is being 



driven by another person 



b. your vehicle is being used for official business but is being driven by another 



person because you are not present 



c. you are being driven for the purpose of official business by your spouse or 



partner (or they accompany you) because the vehicle is required by the spouse 



or partner for the remainder of the day 



d. you are driving a colleague who needs to travel on official business 



 
The passenger supplement is not payable in c and d above. 



 
You will only be reimbursed for mileage expenses for the use of your private vehicle 



that are actually and necessarily incurred in the course of official business. 



 
To calculate mileage rates you should deduct your normal home to work journey 



because home to office travel is taxable and is not reimbursed except in the 



circumstances detailed in the travel and meal rates payable outside official business 



trips section. 



 
Reimbursement will be at the public transport rate at the rate set out in Annex 1.  
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Public transport rate of mileage 
 



If you choose to travel by private vehicle and it is the most cost effective means, 



payment will be at the public transport rate of mileage. You must meet the 



requirements set out in Annex 3. If there is a suitable alternative (i.e. public transport 



or a hire car), then reimbursement will be the paid at the lower of either the 



alternative mode of transport or public transport rate of mileage.  



 
Payment of the public transport rate does not in any way recognise the use of the 



private vehicle. No liability will be accepted in the event of any accident, damage, 



injury or death, beyond which would exist if the private vehicle had not been used. 



Standard rate of mileage 
 



Mileage for official travel is normally paid at the public transport rate. However the 



standard rate of motor mileage will be paid, subject to meeting the requirements in 



Annex 3 in exceptional circumstances as detailed below:    



 there is no suitable alternative means of travel available, including hiring a car 



from the Home Office  Car Hire Contract  or a combination of more than one 



mode of transport e.g. train and taxi  



 heavy or bulky equipment or cash is being transported for official purposes 



which it would be unreasonable to carry on public transport or by other means 



 you are unable to use public transport due to illness or disability and have to 



travel by car in all circumstances, and there is no other more cost-effective 



means of travel 



Passenger supplement 
 



The passenger supplement in Annex 1 can be claimed in addition to the mileage rate 



for each additional passenger you carry in your private vehicle for any part of the 



journey the passenger(s) actually travels. No supplement is paid in respect of solo 



motorcycles and similar vehicles. 





https://horizon.fcos.gsi.gov.uk/section/booking-vehicle-hire
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Parking/garaging expenses, tolls/congestion charge and ferries 
 



Necessary tolls and ferry charges can be claimed when you use your private vehicle 



on official business.  Parking and garaging may be paid subject to the parameters in 



this section. Reimbursement of these charges must be within the total for a specified 



journey as defined in the expenses payable during multiple day visits section. 



If you are being paid the public transport rate of mileage, you may be reimbursed the 



full cost if: 



 the total of public transport mileage allowance, toll and other charges does not 



exceed the cost of the journey by public transport (including the fares of any 



passengers) 



 the parking fees, ferry and toll charges are reasonable, having regard to the 



savings of official time 



 
If you are being paid the standard rate of mileage allowance, you may be reimbursed 



the full cost of the fees and charges mentioned above.  



Official cars 
 



The policy on the use of cars purchased or leased that allow for private use can be 



found in the Provision of Official Cars with Private Use  



 
The mileage rate for official cars is set out in Annex 1. 



Bicycle allowance 
 



If you use a bicycle for official travelling, the bicycle rate shown in Annex 1 will apply.  



Motorcycle allowance 
 



If you use a motorcycle for official travel, the motorcycle mileage shown in Annex 1 



will apply.  





https://horizon.fcos.gsi.gov.uk/policy/official-vehicles-taxable-vehicles
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Chapter 6: Meal Rates and Temporary Accommodation 



Eligibility 
 



You may be eligible for reimbursement of meal and/or temporary accommodation 



costs which are necessarily and additionally incurred during official business trips 



and claims must be accompanied by receipts. 



An absence on official duty does not automatically make you eligible for either a 



meal rate payment or accommodation. 



 
You will not be able to claim for tips or gratuities unless there is a service charge 



automatically included.  You cannot claim for the cost of alcohol, even if this is part of 



a meal deal, unless you are hosting a formal delegation on behalf of Her Majesty’s 



Government for which the provision would be a cultural norm. In this case, you 



should refer to the Guidance on Accepting and Providing Gifts and Hospitality.  



 
The expenses referred to in this chapter apply up to the point of embarkation to an 



overseas location, after which overseas rates will come into effect. These rates are 



set out in the Worldwide Subsistence rates.  



How to calculate a period of absence to determine applicable 
meal rate  



 
Line managers may determine whether it is necessary for staff to attend their normal 



place of work immediately before or after a period of detached duty. A period of 



absence is defined in Chapter 2. 



 
If you use your private car for a journey and there was a viable public transport 



alternative, you must base any claim on the shorter of the two journeys for applicable 



meal rates. For example, if a train journey would have taken under five hours, but 



you chose to travel by car and it took over five hours, you are not entitled to claim the 



meal rate. Your line manager may also consider the need to make up for the loss of 



official time. 





https://horizon.fcos.gsi.gov.uk/file-wrapper/guidance-accepting-and-providing-gifts-and-hospitality


https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/359797/2014_Worldwide_subsistence_rates.pdf
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Meal day rates 
 
When you are absent from your permanent station, for over five hours and 



necessarily purchase a meal(s) at a greater cost than if you were at your permanent 



station, you can claim the actual cost up to financial ceilings set out in Annex 2. 



These limits cover a meal and a drink (non alcoholic). Receipts must be provided 



to your manager prior to the claim being approved, unless you are a Grade 6 or 



above in which case you can self approve. You must retain the receipts for 3 years 



for tax and audit purposes and submit them on request.  



 
The meal rates ceilings are mandatory and cannot be exceeded in any 



circumstances. You are responsible for payment of any costs above the ceiling set 



out in Annex 2. 



 
If there is a subsidised restaurant at your location (i.e. government office canteen) 



you will not be able to claim unless your line manager accepts you could not use the 



facility. Canteen facilities within government owned or leased offices are assumed to 



be subsidised with the subsidy likely to be through the accommodation, capital 



equipment, furniture or utilities being paid for by the department, either directly or 



under a PFI agreement. 



Meals purchased within a 5 mile radius of your permanent 
station or before your visit has started or ended  
 
Payments under this provision are taxable. Full details of the tax liability can 
be found in Chapter 10. 



 
Meals purchased within a 5 mile radius of your permanent station are deemed to be 



liable for tax and National Insurance.  



 
You should not purchase your meal or elements of your meal before or after your 



business trip has started or ended because meals purchased outside a business trip 



for consumption within the business trip are subject to tax and National Insurance. 



 
In both of these cases, you must select on iExpenses the option which states ‘STDD 



5 miles radius’. 
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30-day expense claim limits 
 



If you make repeated visits to the same temporary workplace (i.e. short term 



detached duty location) you may claim meal day rates for a maximum of 30 working 



days. 



 
In calculating this period you should disregard any days on which the visit does not 



attract meal day rate and re-start the 30-day count after a break from the specific 



location of more than 10 working days.  



 
Once the 30 day entitlement has been exhausted there must be a break of at least 



3 months before any visit to the same location can be considered again for meal 



day rates, although this does not preclude continued official duty there and 



reimbursement of other relevant travel expenses.  



Meals taken on a train or boat 
 



You may claim for the full cost of a full main meal (which could include breakfast) 



which you take on a train or cross-channel boat etc. during a period qualifying for 



Meal Day Rates. Your claim may include VAT, but not the purchase of alcohol or the 



provision of a gratuity.  



 
You must retain the receipts for 3 years for tax or audit purposes. 



 
The effect on Meal Day Rates payable for the period is as follows: 



 for absences of more than five hours, but less than ten: you may claim the full 



cost of one main meal on a train or boat in lieu of payment of the over five-hour 



meal rate 



 for absences of over ten hours: you may claim either the full cost of one main 



meal on a train or boat plus the over five-hour meal rate or the full cost of two 



main meals on the train/boat in lieu of payment of the over ten-hour meal rate 



 for absences of over 12 hours: you may claim the full cost of two main meals on 



a train or boat plus the over five-hour meal rate 
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If you have exhausted your eligibility to Meal Day Rates at a particular detached duty 



location (see 30-day expense claim limit) you may still claim the cost of a meal or 



meals on a train or boat if your line manager is satisfied it was reasonable due to the 



length of absence and the time factors involved in the official duty and the journey. 



However, where only one meal is taken, reimbursement will be limited to the cost of 



the meal with no additional day meal rates.  



Temporary accommodation expenses 
 



Temporary overnight accommodation may be required where staff cannot 



reasonably be expected to make the return journey to and from a meeting on the 



same day and/or undertake short term detached duty at a temporary office (e.g. 



training course, 3 week visit to another office etc). 



 
The use of the Home Office Travel Service is mandatory for all staff booking 



accommodation. You should book online; however, if needed, there is an option to 



contact them by phone. There is a charge for telephone bookings. Home Office staff 



can either access online or via a 24 hour telephone number (01274 726424). 



 
Use of the travel service will: 



 deliver greater savings to the Home Office (contract savings are driven by 



usage) 



 ensure compliance with the travel manual 



 allow monitoring of travel savings and progress against the Home Office 



sustainability agenda 



 
The Cabinet Office has published recommended rates which are lower than the 



Home Office rates. Both sets of accommodation rates are set out in Annex 2. 



Wherever possible you should book a hotel within the Cabinet Office rates, and 



consider booking hotels outside city centres if the combined cost of the hotel and 



travel is cheaper than a hotel in the city centre. 
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Temporary accommodation within a 5 mile radius of your 
permanent station  



 
Payments under this provision are taxable. Full details of the tax liability can 
be found in Chapter 10. 



 
Accommodation within a 5 mile radius of your permanent station is deemed to be 



liable for tax and National Insurance.  



 
To ensure that the correct tax is applied, all hotels within a 5 mile radius must be 



booked through the Home Office Travel Service. 



Bed and breakfast rates 
 



This refers to the reimbursement of actual bed and breakfast costs incurred during 



the initial 30-day period at a specific location, up to the financial ceilings set out in 



Annex 2. 



24 hour meal rate 
 



If you are absent for a 24 hour period, subject to the parameters detailed above the 



actual cost of meals and refreshments can be claimed up to the financial ceilings set 



out in Annex 2 if the cost is greater than at the permanent workplace. You must 



retain the receipts for 3 years for tax and audit purposes.   



 
The 24-hour meal day rate covers lunch, evening meal, personal incidental 



expenses and incidental local travel. This rate is only payable on the basis of:  



 provision of actual receipts  



 if the time period requirement is met (i.e. you can only claim the 24 hour rate if 



your absence has been for a period of 24 hours or more) 
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Accommodation standards 
 



The B&B night rate limits shown in Annex 2 are based on hotel prices reflecting 



certain minimum accommodation standards, namely: 



 single rooms with en-suite facilities; TV and tea and coffee making facilities in 



the room; a telephone in the room is desirable 



  adequate space and, where it is necessary to work in the room, facilities for 



doing so (writing surface and telephone) 



 satisfactory personal security arrangements and adequate emergency 



procedures 



 
Restaurant facilities should be available either in the hotel or locally offering 



reasonably priced meals. Expenditure on alcohol may not be claimed as part of the 



receipted actual. 



Circumstances in which the limit of B&B rates may be 
exceeded 



 
You may exceed the B&B rate set out in Annex 2 where: 



  the Home Office Travel Service cannot provide a hotel within these limits. In 



this case you must book, through the Home Office Travel Service, the next 



cheapest available and provide a justification in the booking process. The 



Management Information provided by the Service provider will indicate whether 



a hotel within the ceiling was available at the time of booking for the required 



night(s) 



  your Head of Unit accepts that suitable accommodation is not available within 



reasonable travelling distance and authorises the next cheapest but the cost of 



alternative accommodation exceeds the limits in Annex 2. In this case when 



you must book through the Home Office Travel Service, you must provide a 



justification in the booking process  



 in exceptional cases, such as a disability or on medical grounds, or personal 



security, it is necessary to book accommodation exceeding limits. This must be 



pre approved in writing by a Grade 6 or SCS and this approval sent to CCS at 



travelservices@crowncommercial.gov.uk to enable the booking process 



 





mailto:travelservices@crowncommercial.gov.uk
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You must not ‘force book’ accommodation of your choice which exceeds the financial 



limits set out in Annex 2. 



Circumstances in which a reduced rate or no night Bed & 
Breakfast or 24 hour meal rate is payable  



 



Circumstance Claimable 



a. If the timing of arrival or departure 



at a station or airport makes 



onward journey unreasonable 



 



a. Receipted bed & breakfast costs 



up to the limit in Annex 2 (24 hour 



rate will not be payable) 



b. Bed & breakfast or meals, but not 



both are provided at public 



expense or in official premises free 



of charge 



 



b. Receipted bed & breakfast costs 



up to the limit in Annex 2 if meals, 



but not bed and breakfast, are 



provided 



 



The actual cost of meals up to the 



24 hour rate in Annex 2 if no 



meals but bed & breakfast is 



provided 



 



c. You travel by sea or train and 



occupy or could have occupied a 



sleeping berth 



c. The actual cost of a main meal  



 



d. You stay overnight with friends, 



relatives or colleagues 



d. The full 24-hour rate in Annex 2 



 



e. You are temporarily recalled from 



detached duty to your permanent 



station 



 



e. No 24-hour bed & breakfast or 



meal rates payable, but you may 



be eligible to claim for meals up to 



the financial ceilings in Annex 2 



 



f. You stay in a property you own 



which is not your main residence. 



 



f. No 24-hour bed & breakfast or 



meal rates are payable. You may 



claim the cost of travel from home 



to the detached duty location. 



g. You are provided bed and g.  No 24-hour bed & breakfast or 
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breakfast and meals at public 



expense, or on official premises 



(e.g. training/conference events) 



 



meal rates are payable. (NB:  



residential allowance is payable 



subject to incurring additional 



incidental costs) 



h. You work late or sleep in the 



office. 



h. See staff who sleep in the office or 



are affected by transport 



emergency. 



 



Period for which the 24 hour meal and Bed & Breakfast rates 
are payable (30-day count) 



 
Rates are payable for each 24-hour period you spend away from home on official 



duty at a detached duty location during the initial 30 calendar day period. A 



maximum of 30 nights is payable at each location. The 30-day count can be 



extended under certain circumstances: see the table below; 



   



Circumstance Rule 



a. A break from the detached duty 



location on official business 



elsewhere (including back at the 



permanent station) of 10 working 



days or less but not including 



weekends 



a. The 30-night count can be 



suspended for the nights of 



absence. On return the count will 



resume and will include the 



nights immediately before and 



after the absence 



b. Absence as in "a" above, but a 



break of more than 10 working 



days before the 30th night has 



been reached 



b. A return to the same detached 



duty location is treated as a new 



visit and new 30-night count 



c. Weekend or rest day visits home 



at official expense 



c. The nights of absence must be 



included in the 30-night count 



d. The 24-hour night rate cycle is, 



however, not disturbed 



d. Other absences for private 



reasons for a non-specified period 



(including annual and other leave) 



e. The 30-night count is suspended 



for the nights of absence. On 



return the count will resume and 



the nights immediately before 



and after the absence must be 
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included in the 30-night count 



e. If you are given 6 days notice or 



less before the expiry of the 30-



night count that you will be 



required to stay beyond the 30th 



night 



f. You are eligible to claim 24 hour 



rate when given up to 6 days 



notice that you need to stay. 



More than 6 days notice results 



in payment of lodging allowance 



after the 30th night 



 



Once you have reached 30 night limit, whether by working continually during the 



initial 30 calendar days or through extending this period as set out in the table above, 



you are not entitled to any further night bed and breakfast rate payments at that 



location until you have been absent from there for three months or more.  



 
If you have to lodge at the location after the 30-night count has been reached you 



may be entitled to lodging allowance subject to the qualifying criteria set out in this 



chapter. However, nights in lodging will extend the 3-month break before night bed 



and breakfast rate payments can resume. 



 
Where staff stay in accommodation near a location which forms part of an office 



cluster (e.g. Croydon estate), the same 30 day count will apply to all visits within this 



cluster.   



Personal incidental expenses (PIE)  
 



PIE is intended to cover items such as newspapers, personal telephone calls, 



laundry costs and local incidental travel. You are only eligible for PIE if you are on 



official business for a period of at least 24 hours. However, it is important to note that 



this allowance forms part of the 24 hour meal rate and lodging allowance and 



therefore cannot be claimed in addition to these allowances. 



 
PIE is claimable against receipts which must be retained for a period of 3 years for 



tax and audit purposes. 
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Residential course allowance (RCA) 
 



If you attend a residential event (i.e. external training course or conference you 



cannot claim any temporary accommodation if the accommodation and meals costs 



have already met by the Home Office or other bodies. 



 
You are only eligible for the RCA if you are on official business for a period of at least 



24 hours; the financial limits for this are set out in Annex 2. This cannot claimed 



when you return home at weekends or are absent for other reasons. Note: you 



cannot claim both Personal Incidental Expenses and Residential Course Allowance. 



 
RCA is claimable against receipts which must be retained for a period of 3 years for 



tax and audit purposes. 



Lodging allowance 
 



You may be entitled to the lodging allowance in Annex 2 if you remain on detached 



duty after your entitlement to the bed & breakfast rate has been exhausted and you 



have a double housing commitment, i.e. you are incurring expenditure on retaining 



accommodation at your permanent station as well as lodgings at your detached duty 



location.  



 



Note: All temporary accommodation payments must be reduced by any rent received 



on your home while you are absent.  



 
You may claim the applicable lodging allowance and meal rate (over 5, over 10 or 



over 24 hours) in Annex 2, The 24 hour rate already includes an element for 



Personal Incidental Expenses; however the full 24 hour rate may be used for the 



purchase of meals. 



 
You are not entitled to claim lodging allowance when you: 



 lodge in accommodation you own or with family or relations 



 dispose of your home at your permanent station 



 opt not to travel home at weekends/rest days, but remain in your lodgings.  



Expenses in this case are limited to whichever is less: either the cost of one 



return journey home plus the retention of rooms allowance or the appropriate 



rate of lodging allowance.  
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You may claim lodging allowance from the date following exhaustion of the bed & 



breakfast rate for so long as you fulfil the above conditions. 



 
If you are absent from a detached duty location and still responsible for your 



lodgings: 



 lodging allowance may continue during absences of 3 nights or less during the 



working week.  This applies whether you are on leave, sick leave, or on duty, 



including temporary recall to your permanent station.  It does not apply when 



the absence immediately precedes or follows a weekend visit home.  In these 



circumstances retention of rooms allowance is payable for the whole period of 



absence subject to the retention of receipts. 



 lodging is not payable when a public holiday falls at the beginning or in the 



middle of a period of annual leave.  It may be paid when a public holiday falls at 



the end of a period of leave and immediately precedes a return to the detached 



duty location (for example a Bank Holiday preceding a return to work on 



Tuesday) 



Retention of rooms allowance 
 



Retention of rooms allowance is designed to assist staff towards the expense of 



retaining rooms during their absence from a detached duty station within the period 



they are normally entitled to lodging allowance.  Receipts must be retained in relation 



to all claims or, if you are renting a property, a copy of your rental agreement must 



be retained. These should be sent to SSCL and receipts must be retained for three 



years.  



 
You may be paid this allowance up to the rate in Annex 2. 



 during absences from your detached duty location on weekend visits home 



 in lieu of lodging allowance if you are entitled to return home with official 



expenses under the provisions of short term detached duty 



 for any other nights not attracting lodging allowance during a lodging allowance 



period 



 
You are not entitled to this allowance if you cease to have a double commitment by 



disposing of your home at your permanent station. 
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Payment of lodging allowance in conjunction with retention of 
rooms allowance 



 
You may be paid lodging allowance (LA) in conjunction with retention of rooms 



allowance (RRA) in respect of the following absences: 



 five nights for private reasons at Easter or Spring Bank Holiday, where the 



privilege day is taken immediately following the Spring Bank Holiday 



 four nights for private reasons for New Year when New Year’s Day falls on a 



Friday or a Monday, or other Bank Holidays apart from Christmas 



 four or six nights for private reasons at Christmas according to the day on 



which Christmas falls 



 



Examples: 



Jane goes home on Friday and returns on Tuesday after a bank holiday 



Monday - claim 3 x RRA (Fri, Sat, Sun) plus 1 x LA (Mon) 



Mohammed goes home on Friday and returns on Wednesday after a bank 



holiday Monday and privilege day (Tues – Queen’s birthday) - claim 3 x 



RRA (Fri, Sat, Sun) plus 2 x LA (Mon, Tues) 



Shanti goes home Thursday and returns on Tuesday where the Privilege 



day falls on a Friday or for Good Friday itself and a bank holiday Monday - 



claim 3 x RRA (Thurs, Fri, Sat) plus 2 x LA (Sun, Mon) 



 
The allowances which may be paid are: 



 retention of rooms allowance for up to 3 nights for the weekend absence to staff 



who are entitled to return home at the weekend at official expense under short 



term detached duty  



 lodging allowance for the balance of 1, 2 or 3 nights of absence as appropriate 
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Chapter 7: Travel and Meal Rates Payable Outside Official 
Business Trips 



Types of non business travel 
 



Non-business travel relates to journeys that are not official travel or where part or all 



of the cost of home to work travel is paid by the Home Office (concessionary travel).  



Working late 
 
Payments under this provision are taxable. Full details of the tax liability can 
be found in Chapter 10 – concessionary travel when working late and Chapter 
10 – meal rates for staff who work late 



Working late: travel 
 



Subject to line manager approval, if you are exceptionally required to work late and 



public transport has ceased, you will be reimbursed for the additional work to home 



travel costs.   



 
Reimbursement of taxi fares may be considered in the following circumstances: 



a. if you leave the place of work after 19:00 (in autumn and winter) and 21:00 (in 



spring and summer) 



b. if you have to travel alone 



c. for reasons of personal safety for example, if you have to pass where public 



transport is infrequent or little used, or quiet areas where there is a history of 



assaults 



d. if there is some reason why you may be more exposed to risk than others 



e. where there is public transport for part of the journey and the remainder needs 



to be undertaken by taxi 



 
This concession does not apply if you come under the parameters below (not eligible 



for reimbursement) or work late from choice. 



 
In exceptional cases public transport rate of motor mileage may be paid if a private 



car is used.  



Working late: Meals and accommodation 
 



For Eligibility for meal rates and accommodation please refer to Chapter 6. 
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Additional attendance  
 
Payments under this provision are taxable. Full details of the tax liability can 
be found in Chapter 10. 
 
You may be reimbursed for home to office travel if you are required to make an 



additional journey to attend work outside your working hours.  



 



Eligible for reimbursement if you: Not eligible for reimbursement if 
you: 



a. are in receipt of an on-call allowance  



b. qualify for overtime credit or payment 



of travelling time 



c. are required for operational reasons to 



make an additional, irregular, 



unrostered attendance 



a. are attending as part of a 



regular rostered commitment 



b. are in receipt any allowance 



which takes account of 



irregular attendance or hours 



c. receive time off in lieu 



 



Additional Attendance: Entitlement 
 



If the return journey can reasonably be made by public transport reimbursement is 



limited to: 



 the actual public transport fares incurred where public transport can reasonably 



be used, unless a season ticket is used;  



 the public transport rate of mileage if you use a private vehicle providing the 



requirements in Annex 3 are met. 



 
If the outward and / or return journey cannot reasonably be made by public transport, 



you may claim the standard rate of motor mileage (subject to the requirements in 



Annex 3. If it is necessary for you to use a taxi, the cost will be reimbursed on the 



basis set out under taxi travel. 











40 



Version: October 2016 
 



 



Staff recalled to their permanent station where they are advised 
they will not be expected to resume their normal duties  



 
Payments under this provision are taxable. Full details of the tax liability can 
be found in Chapter 10. 



 
If you have been advised you are not expected to return to duty at your permanent 



station (for example your post no longer exists), but you are required to return there 



in an official capacity, you may class your permanent station as a detached duty 



location and claim accordingly, although you will be expected to stay in your home 



unless you have disposed of it. 



Leave: Recall, cancellation or postponement 
 
Payments under this provision are taxable. Full details of the tax liability can 
be found in Chapter 10. 



 
Meal and temporary accommodation rates are not normally paid if you are recalled 



from leave. However, if your home is not immediately available for use on your 



return, the cost of hotel accommodation (within financial ceilings of Annex 2), and the 



higher late working allowance in Annex 2, may be reimbursed to you and your family.  



 
If your line manager is satisfied you could not book your holiday accommodation on 



a day-to-day basis and you took all possible steps to avoid the expenditure, then you 



may also be reimbursed for the accommodation for the remainder of the holiday. 



 



Travel during transport emergency or industrial action 
 
Payments under this provision are taxable. Full details of the tax liability can 
be found in Chapter 10. 



 
If your normal public transport is suspended your line manager will determine 



whether it is necessary for you to attend and/or if there is a cheaper alternative to 



travel (e.g. overnight hotel accommodation). You may also consider an alternative 



location/office closer to home.  



 
If you travel and incur additional travel costs in travelling to your normal place of 



work, assistance with the additional costs may be met, with budget holder approval.  
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The claim must be adjusted to reflect any refunds which may have been received 



from your travel provider.   



 
Unless there are special reasons (for example a disability), expenses covered by this 



section will only be paid when you travel more than 4 miles each way. 



 
Where approved, the additional cost of travel can be reimbursed as follows:  



 mileage at the public transport rate (but see passenger supplement) 



 extra parking or garaging costs incurred as a result of travelling by private car 



either to work or to an alternative railway station 



 extra rail or bus fares incurred  



 the pedal cycle allowance (see Annex 1) 



 taxi fares (see travel by taxi) 



 
If you normally travel to and from your permanent station by private car you are not 



eligible for mileage allowance under this section.  However, you may claim for any 



necessary additional miles you incur when conveying official passengers under 



arrangements agreed by your line manager (for example, to pick up a colleague who 



cannot make it into work due to the transport emergency).  Payment will be at public 



transport rate plus passenger supplement for the additional journey only.  



Meal rates and accommodation for staff who work late, sleep in 
the office, or are affected by a transport emergency or industrial 
action 
 
Payments under this provision are taxable. Full details of the tax liability can 
be found in Chapter 10. 



 
Receipts must be provided for all meals purchased and retained for three years for 



tax and audit purposes.  You may not claim for alcohol or tips and gratuities except 



in circumstances set out above. 



 
These rates are not payments for extra hours worked or for the inconvenience 



caused through working unusual hours. Please note that you are not eligible for the 



payments set out in Annex 2 if: 



 you work night duty instead of a day duty 



 you sleep at the office for your own convenience 
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 your conditions of service require you to work at night (or to be on call or 



standby at night) in addition to normal day duty, even though this contingency 



arises infrequently and irregularly. 



 
Subject to the section above (cases where you are not eligible for the payments) you 



may claim the rates set out in Annex 2 in the following circumstances: 



 



Eligibility  Amount Payable  



a. You necessarily stay in a hotel or similar 



accommodation overnight having worked late at 



night in addition to an ordinary day duty 



Receipted bed & breakfast 



costs up to the financial limit set 



out in Annex 2 



b. Your line manager agrees it is necessary for 



you to stay in a hotel or similar accommodation 



during a transport emergency 



Receipted bed & breakfast 



costs up to the financial limit set 



out in Annex 2 



c. Your line manager agrees it is appropriate for 



you to sleep in the office during a transport 



emergency and you purchase a meal 



 



The late working rate for the 



actual meal up to the financial 



limit set out in Annex 2 if you 



purchase a meal 



d. You sleep at the office after an ordinary day 



duty and are on call or on standby, e.g. as duty 



officer, except where the duty is part of a 



rostered commitment, and you purchase a meal 



The late working rate for the 



actual meal up to the financial 



limit set out in Annex 2 if you 



purchase a meal 



 



e. You work late at night (until at least 21:00) 



and your line manager agrees it is appropriate to 



sleep at the office and you purchase a meal 



The late working rate for the 



actual meal up to the financial 



limit set out in Annex 2 if you 



purchase a meal 



f. You work during the night after an ordinary 



day duty and you purchase a meal 



The late working rate for the 



actual meal up to the financial 



limit set out in Annex 2 if you 



purchase a meal 



g. If you work until at least 21:00 and purchase 



an evening meal which you would otherwise 



have taken at home and you return home 



afterwards, you may be reimbursed for the cost 



of the meal up to the over 5 hours financial 



The late working rate for the 



actual meal up to the financial 



limit set out in Annex 2 if you 



purchase a meal 
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ceiling in Annex 2  



 



h. After having slept in the office under the 



criteria laid out in c, d, e and f, you purchase a 



meal which you would otherwise have taken at 



home prior to starting a morning shift 



The lower rate of the late 



working rate  up to the financial 



limit set out in Annex 2 if you 



purchase a meal 



Further education 
 



If you are undertaking approved work-related further education or external training 



(including exams) you may claim receipted travel costs, provided these have not 



already been met by a third party. 



 
This includes the cost of travel to / from the location if you are required to lodge away 



from home, and travel home at weekends if you are not required at the weekend. 



Please note mileage will be paid at the public transport mileage rate. Please note 



that the cost of meals will not be reimbursed for day release or evening courses.  



Investitures 
 
Payments under this provision are taxable. Full details of the tax liability can 
be found in Chapter 10. 



 
You may claim, for yourself and up to two guests (with allocated passes to attend), 



the cost of a return standard class rail from your home location. Reimbursement may 



also include taxi fares between a railway station and the location that the investiture 



is taking place or, if staying overnight, between the hotel and the location that the 



investiture is taking place. 



 
If your line manager agrees it is necessary for you to stay overnight, you may also 



claim accommodation and the cost of meals up to the financial ceilings in Annex 1 



and Annex 2. These expenses are limited to your costs only and not for anyone who 



accompanies you.  
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Royal Garden Parties  
 



Payments under this provision are taxable. Full details of the tax liability can 
be found in Chapter 10. 



 
Costs as set out above will also be paid if you are attending a Royal Garden party 



but only if you have been sponsored by the Home Office. 



Expenses for partners of Senior Civil Servants  
 
Payments under this provision are taxable. Full details of the tax liability can 
be found in Chapter 10. 



 
Where a partner is required to accompany a Senior Civil Servant who is attending a 



function in a strictly representational capacity, consideration will be given to the 



reimbursement of associated expenses. 



 
 Travel must be booked in accordance with the official travel rules.  All travel for 



yourself and your partner must be booked through the Home Office travel service.  



 
You may also claim the costs of meals for yourself and you partner up to the 



financial ceilings Annex 2 and this should be claimed via Adelphi. 



 
You must seek prior written approval from your line manager or Head of Unit. You 



must retain all receipts for 3 years for tax and audit purposes.  
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Chapter 8: Detached Duty 



Short term detached duty for visits including training 
 



If your detached duty posting requires you  to stay away from home (i.e. you receive 



night B&B , meal allowances or lodging allowance), then you may be eligible for 



reimbursement of  the cost of travel to home subject to the circumstances set out in 



the table below. 



 
The circumstances relating to travel home in the table below also apply if your food 



and accommodation is provided, for example on a training course, provided:  



 You are not claiming night bed & breakfast , meal allowances, or lodging 



allowance separately from the Home Office 



 where applicable, not joined by your family 



 
You are entitled to claim the cost of travel to your home if: 



 



Entitlement Criteria for detached duty cost of travel home 



a. you normally reside with a partner/family and/or have a double 



housing commitment, you may claim to travel home at weekends/rest 



days, or on annual leave when the period of absence includes 



weekends or rest days 



b. you normally live alone and have no double housing commitment, 



you may claim to travel home at weekends or rest days, up to a 



maximum of 6 return journeys over a period of 12 months. Intervals 



between journeys must be at least a month 



c. you travel to a location other than you permanent home, but the travel 



costs will be limited to the cost of your normal weekend or rest day 



journey home 



d. you choose to remain in your detached duty accommodation rather 



than travel home at weekends/rest days you may claim the lower of 



either a) the equivalent of one return journey home plus retention of 



room allowance or b) the appropriate rate of lodging allowance 
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The cost of travel to your home will not be paid in conjunction with night bed & 



breakfast and meal allowances or lodging allowance i.e. a return journey and an 



overnight allowance cannot be reimbursed on the same day. 



 



In respect of (d) in the table above, if you must remain in your lodgings for work 



reasons, you may claim seven nights lodging allowance (i.e. you cannot claim a 



return home for the weekend or rest day). 



 
Travel set out in the table above must be by: 



 
a. standard class in rail, bus, coach or sea travel 



b. standard class sleeping berth for overnight sea or rail travel which exceeds 5 



hours 



c. air travel in economy class 



d. actual mileage by car at the public transport rate of mileage for the journey 



between your detached duty station and your home. This is restricted to the 



cost of travel by public transport, based on standard class rail fare for any part 



of the journey which could have been made by train.  This restriction does not 



apply in either of the cases set out below: 



i. the journey cannot be made by public transport 



ii. the car is essential for official business at the detached duty station 



e. passenger supplement is payable where staff entitled to concessionary travel 



are travelling as a passenger 



Long term detached duty 
 



Payments made under this provision are taxable and full details of the tax 



liability can be found in Chapter 10. 



 
Long Term Detached Duty (LTDD) is a posting (including terms of secondment or 



loan) that is expected to last 24 months or more at the same duty station. 



Consecutive postings on detached duty to the same location are treated as one 



period for tax purposes. 



 
For the 24-month period to restart you must have returned and remained at your 



permanent station for at least a month and any subsequent detached duty must be 



for a different purpose (for example, you must not return to the same project). 
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LTDD also applies where there is no intention to return to the permanent station (in 



effect a posting has taken place) unless the posting is given on permanent 



compulsory transfer terms, in which case policy contained within the Transfer 



Manual applies. 



 
Expenses payable under LTDD cover travel to the LTDD location (including the cost 



of season tickets if this is more economical) as well as any accommodation and meal 



rate costs incurred there.  Any other business expenses incurred whilst performing 



your duties there must be claimed as regular detached duty because these 



expenses are not in connection with the LTDD. These costs must not be paid for with 



the T & E or GPC card. 



 



Example: 



 
Peter has been transferred on LTDD to Newport.  He travels to Newport every 



Monday and returns home every Friday and during his time in Newport he lodges.  



As part of his duties in Newport he is required to travel around Somerset, Devon and 



South Wales, occasionally lodging overnight in the locations he visits. 



 
In this instance, all the return journeys from home to Newport and the lodging costs 



incurred in Newport must be claimed as LTDD.  All the expenses incurred whilst 



performing the duties of the LTDD job must be claimed as regular detached duty. 



 
 



If you rent out your property while on LTDD, any rent received must be offset against 



any expenses claimed.   



 
When you submit your claim via iExpenses you do not need to submit receipts, but 



you must retain them for three years for tax purposes and submit them on request.   
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Chapter 9: Miscellaneous Expenses 



Formal wear: hire or purchase 
 



Payments made under this provision are taxable and full details of the tax 
liability can be found Chapter 10. 



 
You are eligible to claim towards the cost of hire or purchase of formal wear if you 



met the criteria below:  



 you attend a formal function as part of your official duties 



  there is an enforced dress code 



 you are not already in receipt of an allowance which contains an element for 



dress 



 
Subject to the parameters set out above you may claim: 



 the actual cost of hiring the formal wear 



 up to £150 towards the purchase of formal wear where there is a need to hire 



on more than three occasions, however you may only claim this once every ten 



year. 



Subscriptions to professional bodies 
 
Payments made under this provision are taxable and full details of the tax 
liability can be found in Chapter 10. 



 
Annual Subscription to a professional body or similar society can be claimed with line 



manager and Grade 6 approval on iExpenses. You must retain the receipts/invoice 



for three years for tax and audit purposes. 



Additional Childcare 
 



Payments made under this provision are taxable and full details of the tax 



liability can be found in Chapter 10. 



 
You are generally responsible for the cost of childcare. However, exceptionally you 



may be reimbursed reasonable and justified additional childcare, where they are 



unavoidably incurred because circumstances demand the normal working routine be 



broken.   
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Eligible Circumstances  Non Eligible Circumstances 



a. Training Course attendance for full time 



staff i.e. residential or out of hours 



courses 



 



a. where no evidence of additional 



cost is presented 



b. Training Course attendance for part 



time staff i.e. 



 residential or out of hours course 



 attendance on a day that you would 



not normally work 



b. where a member of your family 



provides childcare unless they 



have to take unpaid leave from 



their employment, which must 



be evidenced with a letter from 



their employer with the amount 



of pay they would have received 



c.  essential business trips or temporary 



detached duty 



 



 



c. where you receive overtime 



payment or additional hours 



payments 



d. where you receive lieu hours or 



flexible working hours 



d. unavoidable late working 



 



 



e. where you receive an allowance 



for working shifts or a call out 



payment 



f. where the duty performed is part 



of your roster or shift pattern  



e. circumstances which demand your 



normal working routine to be broken. 



 



g. where the duties and 



commitment of your post require 



you to attend courses (e.g. as a 



course trainer) or to be away 



from your normal place of work 



on a regular basis. 
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Part time staff 



 
If you are a part time member of staff and are paid to attend work or training course 



above your agreed hours, you will only be able to claim childcare costs if they are 



higher than your normal childcare rate. For example:   Normal daily childcare cost   = 



£40 per day 



         Additional day childcare cost = £45  



    Reimbursable expenses        = £  5 



 
However, any additional childcare claims are subject to the parameters set under 



Non Eligible Circumstances above. 
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Chapter 10: Taxation 
 



Form P11D and dispensation 
 



At the end of each tax year the Home Office is required to report expense payments 



provided for each of its staff members that give rise to a taxable benefit in kind 



(falling within the provisions of the Income Tax (Earnings and Pensions) Act 2003). 



Taxable expenses that are paid are generally recorded on the payslips and will be 



shown on the P60. Some taxable benefits may, however, be recorded on a P11D.  



 
If a P11D is necessary, the Home Office Taxation team will issue these for each 



member of staff who has received, for example expenses or benefits, in the previous 



financial year. These are sent annually to HMRC before 6 July. Staff will need to 



retain their copy of the form for their own tax records and to help complete their tax 



return if required.  



 
Each form issued should contain details of all benefits in kind provided to the 



member of staff concerned excepting: 



 expenses for which a dispensation has been granted by HMRC 



 expenses that are covered by a PAYE Settlement Agreement 



 expenses that have been taxed, or grossed up for tax, through payroll 



 
A dispensation is issued by HMRC when it is agreed that expenses are not taxable 



and are purely business related. For example the Home Office has a dispensation 



for most travel, meal rates and professional subscriptions that are set out in the 



HMRC Approved professional organisations and learned societies list 3 



 
A PAYE Settlement Agreement is a formal contract between the Home Office and 



HMRC and enables the Home Office to meet the tax liability on certain taxable 



expense payments and benefits in kind which fall into the category of ‘minor’ or 



‘irregular’ or where it would not be practical to apply PAYE. The Home Office 



agreement currently covers relocation expenses and reward and recognition. Please 



note that this list is not exhaustive. 





https://www.gov.uk/government/publications/professional-bodies-approved-for-tax-relief-list-3/approved-professional-organisations-and-learned-societies
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The most common examples of benefits in kind that are reported to HMRC includes  



advance of salary for house purchase and season ticket loans, clothing and official / 



shared use cars. Please note that this list is not exhaustive. There is no tax liability 



on loans as long as the aggregate of all loans received does not exceed £10,000. 



Any taxable benefit recorded on P11Ds will be calculated by the Home Office 



Taxation Team.  



 
Contact point for queries: FRUTAX@homeoffice.gsi.gov.uk 



Day meal rates and accommodation at a location within five 
miles of your permanent station or before your visit has started 
or ended (see Chapter 6) 



 
HMRC has deemed that meal rates and accommodation within a five-mile radius of 



your permanent place of work, and meals taken before your visit has started or 



ended are taxable.  Therefore any such day meal rates must be reported.  You must 



ensure that you select the option which states ‘STDD 5 miles radius’ on iExpenses 



for all meals within this category. The taxable item (meals) will be reflected on 



your payslip. The expense will be grossed up and taxed through the payroll. All 



hotel bookings within a 5 mile radius must be booked through the Home Office 



Travel Service to ensure that the correct tax is applied. 



Concessionary travel for working late (see Chapter 7) 
 
Where expenses payments made within this section are taxable, payments will be 



grossed and taxed through pay. You must ensure that you select the correct 



category on iExpenses. The taxable item will be reflected on your payslip. The 



expense will be grossed up and taxed through the payroll 



 
In general, where the Home Office provides transport or pays for transport for an 



employee’s journey between home and a permanent workplace the expense is 



taxable.  However, there will be no tax liability if all the points in a) – c) below apply: 



a. an employee is occasionally required to work late 



b. those occasions are neither frequent not regular 



c. by the time the employee can go home either public transport has stopped, or it 



would be unreasonable in the circumstances for the Home Office to expect the 



employee to use public transport, for example where the low level of availability 





mailto:FRUTAX@homeoffice.gsi.gov.uk
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or reliability of services at the time of night mean a journey using public 



transport would be likely to take much longer than a normal journey between 



work and home 



 work late” in a) above means working until 21:00 or later 



 “frequent” in b) means the employee works late on more than 60 



occasions in a tax year 



 “regular” in c) means a predictable pattern, for example, if the late night 



assistance is provided every Friday 



Concessionary travel for additional attendance (see Chapter 7) 
 



All payments made under this provision are taxable. You must ensure that you select 



the correct category on iExpenses.  The taxable item will be reflected on your 



payslip. The expense will be taxed (not grossed up) through pay.  



 
Where all the conditions in the paragraph above are met the Home Office need not 



report any expenses for tax where it provides a taxi, hire car or similar private 



transport to take an employee home. 



 
Expenses must be taxed: 



 for any journey by employees who travel home after 21:00 on more than 60 



occasions in the tax year; 



 where employees work late from choice; 



 where late working is a regular feature of an employee’s post, for example their 



rostered commitment. 



 



Example 
 
Steve works in the HR Directorate.  He normally travels to work by bus and 



leaves at 18:00.  Three or four times a year he is required at short notice to stay 



at the office until 22:00 to ensure a time-bound report is prepared.  The bus 



service stops running at 20:00 and there is no other public transport service 



available, so when he is required to work late the Home Office pays for a taxi to 



take him home.  The Home Office does not need to report the expense for tax. 
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Staff recalled to their permanent station where they are advised 
they are not expected to resume their normal duties (see 
Chapter 7) 
 



All payments made under this provision are taxable. The taxable item will be 



reflected on your payslip.  



Staff recalled from leave or where leave is cancelled or 
postponed (see Chapter 7) 
 



All payments made under this provision are taxable. You must ensure that you select 



the correct category on iExpenses. The taxable item will be reflected on your 



payslip. 



Concessionary travel during a transport emergency or industrial 
action (see Chapter 7) 
 
All payments made under this provision are taxable, and must be taxed through pay, 



except for payments made as a result of the dislocation of public transport by strikes 



or other industrial action – such payments are not taxable. You must ensure that you 



select the correct category on iExpenses. The taxable item will be reflected on 



your payslip. Depending on the agreement, the expense will either be grossed 



up and taxed through the payroll or taxed (not grossed up) through pay. 



Meal rates for staff who work late or sleep in the office and 
during a transport emergency or industrial action (see Chapter 
7: working late; Chapter 7: transport emergency) 



 
Excepting payments made as a direct result of the dislocation of public transport by 



strikes or other industrial action all allowances paid under this provision are taxable. 



You must ensure that you select the correct category on iExpenses. The taxable 



item will be reflected on your payslip. The expense will be grossed up and 



taxed through the payroll.  











55 



Version: October 2016 
 



Travel to attend investitures and royal garden parties (see 
Chapter 7 investitures; Chapter 7: royal garden parties) 



 
All payments made under this provision are taxable. You must ensure that you select 



the correct category on iExpenses. The taxable item will be reflected on your 



payslip. The expense will be taxed (not grossed up) through pay.  



 



Travel and expenses for partners of senior civil servants (see 
Chapter 7) 
 
All payments made under this provision are taxable. You must ensure that you select 



the correct category on iExpenses. The taxable item will be reflected on your 



payslip. The expense will be taxed (not grossed up) through pay.  



Long term detached duty (see chapter 8)  
 



A period of LTDD is taxable where you attend for a period of continuous work, which 



lasts, or is likely to last more than 24 months.  If the intention from the outset is for 



the period of detached duty to last longer than 24 months then tax/NIC must be 



accounted for from the start.  Transfers for shorter periods of time, but where there is 



no intention to return to the originating station or workplace, must be taxed from the 



time of transfer.  If you return to your permanent station on an occasional basis, this 



will not allow you to start a fresh period of LTDD. 



 
If subsequently it is decided to reduce a period of detached duty to less than 24 



months, payments will cease to be taxable from the date of that decision, but no 



refund of tax already paid will be due.    



 
If a detached duty posting is not initially expected to last more than 24 months, but is 



subsequently extended to exceed 24 months, only the expenses paid after the date 



the decision to extend was made will be taxable. 



 
The following expenses in relation to travel to or staying at the LTDD location, as 



opposed to any other location are taxable: 



 bed & breakfast and 24 hour meal rates 



 lodging allowance 



 day meal rates 
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 retention of rooms allowance 



 official travel expenses - including (but not exhaustive): use of own car, public 



transport, taxi). This includes the costs relating to any bookings made through 



the Home Office travel service. 



 concessionary travel expenses on weekend and annual leave visits home. 



 
All payments made under this provision are taxable. You must ensure that you select 



the correct category on iExpenses. You must ensure that you select the correct 



category on iExpenses. The taxable item will be reflected on your payslip. The 



expense will be grossed up and taxed through the payroll.  



Financial assistance towards hire or purchase of formal wear 
(see Chapter 9) 



 
All payments made under this provision are taxable. The taxable item will be 



reflected on your payslip. The cost of the hire will be grossed up and taxed 



through the payroll; the cost of purchasing formal wear will be taxed (not 



grossed up) through pay.  



Professional subscriptions (see Chapter 9) 
 



There may be tax implications on reimbursement of subscriptions to professional 



bodies. Details can be found in Payment of Subscriptions to Professional Bodies 



Additional childcare (see Chapter 9) 
 



Payments are subject to tax and you must ensure that you select the correct 



category on iExpenses. The taxable item will be reflected on your payslip. The 



expense will be grossed up and taxed through the payroll. 



Cold Climate Specialised Clothing Allowance (see Chapter 14) 
 



All payments are subject to Tax and National Insurance deductions, as there is a 



residual use for the clothing on return to the UK. 





http://horizon.gws.gsi.gov.uk/portal/site/horizon-intranet/menuitem.5e9fdfa5b28a104a43757f10466b8a0c/?vgnextoid=01102a0b12a33210VgnVCM1000002bb1a8c0RCRD
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Section B: Overseas Travel 



Chapter 11: Planning an Overseas Visit 



Security and travel preparation  
 



All overseas visits must be pre-authorised by your line manager. A business case is 



required to justify the cost of travel of more than one employee. 



 
South East and Europe Operations (Juxtaposed) staff should also read the separate 



Juxtaposed Controls Briefing Pack for European postings.  



 
Staff undertaking long term positions which attract Cost of Living Allowance should 



consult with International HR Delivery. 



 
You should be aware that travel outside the UK can present security risks to those 



who have access to valuable Government assets. During planning, you must refer to 



the FCO Foreign travel advice. You should also refer to Home Office Security as 



some destinations require pre-departure briefing.  



 
The general principles for travel, and travel to an overseas location are covered in 



Section A (Inland travel) of this manual. 



 
Where another Government department or overseas government requests the 



services of a Home Office employee, the sponsoring organisation should be 



responsible for all travel and subsistence costs. 



 
If you are working for, but not paid by the Home Office you will generally claim 



expenses through your own Department or organisation, unless there is an 



alternative arrangement in place.  



 
If you are on the payroll of another organisation (i.e. seconded to Twinning and 



PHARE Projects), then expenses will generally be paid directly by the organisation 



concerned, unless an alternative arrangement is put in place. 



 
EU funded projects are ring-fenced funded and claims for expenses on such projects 



must be claimed from the finance body managing the project. Advice regarding such 



paid by the Home Office for any such project. 





https://www.gov.uk/foreign-travel-advice


https://horizon.fcos.gsi.gov.uk/section/work-tools-and-guides/topic/security
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If you work for another organisation but remain on the Home Office payroll, then you 



and your directorate are responsible for invoicing or journaling these expenses via 



SSCL.   



 
You will be reimbursed up to the limits in the Worldwide Subsistence rates. Any 



expenses that are claimed in excess of the published rate will subject to tax and 



National Insurance and this will be deducted from your pay. This applies to all travel 



related costs including subsistence.  



Itinerary and length of visits 
 



The use of technology as an alternative to travel not only reduces stress and fatigue, 



saves significant costs, but helps to contribute the Home Office meet its 



sustainability target. However should travel be required the use of the Home Office 



Travel service is mandatory and you should book visits as far in advance as possible 



to take advantage of cheaper travel. 



  
Programmes or itineraries should be planned and agreed with the organisation being 



visited as far in advance as possible in order to maximise the use of the time spent 



abroad and keep cost to a minimum. This is especially important where a 



programme of visits is needed.  



Personal security and welfare 
 



Managers and employees have a duty of care to ensure the safety, health and 



welfare of their staff and themselves. They must be satisfied that employees 



travelling outside the UK have been provided with the country security and cultural  



information they require to ensure they conduct official business in a safe and 



responsible manner. Employees should be aware of Corporate Security guidance on 



security and contact with foreign nationals: see Overseas Travel Policy on Horizon. 



However, you should check with Home Office Security to ascertain if this has been 



updated.  



 



Reciprocal healthcare arrangements 
 



The UK has reciprocal arrangements with most EU countries which is not a 



replacement for travel insurance but enables travellers to receive urgent treatment at 





https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/359797/2014_Worldwide_subsistence_rates.pdf


https://horizon.fcos.gsi.gov.uk/file-wrapper/overseas-travel-policy


https://horizon.fcos.gsi.gov.uk/section/work-tools-and-guides/topic/security
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a reduced rate, or free. You will need to apply for and take with you a European 



Health Insurance Card (EHIC). You can apply for an EHIC and view the country-by 



country guide on the EHIC web page 



Vaccinations 
 



Where vaccinations are necessary, you should arrange this through your GP and 



any related cost will be reimbursed. Further information is available on FCO, the 



Medical Advisory Service or NHS Choices. 



Personal travel insurance and compensation payments 
 



You must ensure that you have adequate travel insurance before you undertake an 



official overseas visit. You will be reimbursed the cost of any travel insurance that 



you need to take out to cover your overseas business trip. This must provide cover 



for medical emergency and loss or damage to personal effects deemed essential for 



the discharge of official duty. Three quotes must be shown to your line manager to 



ensure adequate level of cover and the cheapest of these may be reclaimed. 



 
If you choose to carry items not covered by the insurance paid for by the Home 



Office, e.g. money and valuable or luxury items, you should obtain separate 



insurance cover at your own expense. Note ex-gratia compensation payments will 



not be reimbursed for the loss or damage of such luxury items and personal effects. 



 
Should your policy include family members or friends or covers a period longer than 



your business trip then the additional costs must be deducted from any claim made. 



You may extend the period of cover only where further overseas official visits are 



planned and it is more economical. 



 
Civil servants travelling by air on official business are covered for death and injury 



benefits under the Principal Civil Service Pension Scheme (PCSPS). Any 



compensation paid by airlines, regardless of whether or not it is paid as a result of 



legal action, will be taken into account against any benefits payable under PCSPS. 



This also applies to any payments made under insurance cover purchased wholly or 



partly from public funds. 



 
Reimbursement for claims under any supplementary insurance taken out by staff at 



their own expense will not count against any benefits payable under PCSPS. 





http://www.nhs.uk/NHSEngland/Healthcareabroad/EHIC/Pages/about-the-ehic.aspx


http://medicaladvisoryservice.org.uk/


http://www.nhs.uk/conditions/Travel-immunisation/Pages/Introduction.aspx








60 



Version: October 2016 
 



 
 



Chapter 12: Hotel Reservations 
 



When overseas travel necessitates hotel accommodation you must seek prior 



approval. All hotel bookings must be made through the Home Office travel service. 



The Worldwide Subsistence rates  “room rate’ must be adhered to when booking the 



hotel.  This rate is payable for each 24 hour period spent in the overseas location. 



The rate allows for good but not luxury accommodation. 



 
If the Home Office travel service is unable to provide a suitable hotel for the location 



being visited, you should contact the office you are visiting to arrange a hotel 



booking at special rates, where available, for UK representatives.  



 
Where part or the entire hotel costs are paid for by the host organisation then the 



residual subsistence rate listed for the location in question is paid only for meals and 



local travel if appropriate. 



 





https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/359797/2014_Worldwide_subsistence_rates.pdf
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Chapter 13: Subsistence Payments and Hospitality 



Subsistence 
 



If you are travelling overseas on official business (but not posted to an overseas 



station) you are entitled to subsistence payments; these commence at the time of 



arrival in that country.  This provides assistance towards the cost of three meals a 



day (or two if breakfast is included in the room rate) as well as hotel to office travel. 



 
Payments will be based on the appropriate country’s rate set out in the Worldwide 



Subsistence rates.  The rates are reviewed regularly by HMRC. You must check the 



current rate before making your claim, both prior to departure and again on your 



return as the rates may change during the visit. [Note: There is an error on the 



HMRC rate table for Netherlands – other. This states that you can claim 80% of The 



Hague rate plus Hotel to Office €5. However the residual rate already includes the Hotel to 



Office cost and should therefore not be claimed separately]. 



 
Separate rates apply to employees who travel to cover the shifts at the Juxtaposed 



Controls. 



 
Overseas subsistence is applicable from the time of arrival in the country of 



destination and continues until your departure. Each period of over 5, over 10 or over 



24 hours may be claimed up to the rate limit for that country until the time of 



departure.  



 
Subsistence expenditure in excess of these limits will not normally be reimbursed. 



However, should an exceptional expense incurred on official business, and not 



covered in this manual, result in you being significantly out of pocket, a discretionary 



payment may be considered.  These requests must be pre-approved by your line 



manager of at least HEO or equivalent and then a Grade 6 or above as 



reimbursement cannot be guaranteed. If the request is over £5,000 the case must be 



referred to the HM Treasury. However it should be noted that any reimbursement 



above the rates set out in the Worldwide Subsistence rates  is taxable. 



 
You should not purchase your meal or elements of your meal before or after your 



business trip has started or ended because meals purchased outside a business trip 



for consumption within the business trip are subject to tax and National Insurance 





https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/359797/2014_Worldwide_subsistence_rates.pdf


https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/359797/2014_Worldwide_subsistence_rates.pdf


https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/359797/2014_Worldwide_subsistence_rates.pdf
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see Chapter 10). You must select on iExpenses the option which states ‘STDD 5 



miles radius’. 



 
If you necessarily incur additional expenditure on a meal between the times of 



departure from your home or office prior to arrival in the country of destination, the 



appropriate meal day rates set out in Annex 1 limit may be claimed against receipts 



subject to the qualifying period being met. The same applies on the return journey 



from time of departure. 



 
You may not claim for meals and refreshments on board a plane, train or ferry where 



these are included as part of the fare. However if there is a charge for the meal you 



may be reimbursed against receipts.  



 
If you stay with friends or relatives, or in accommodation provided by the UK 



government, you must not claim for accommodation, expenses or incidental 



expenses at the overseas rate. You may claim the equivalent UK 24-hour rate which 



includes the Personal Incidental Expenses (PIE) allowance. 



Personal Incidental Expenses 
 



In addition to the payment of subsistence and accommodation, you may be able to 



claim for Personal Incidental Expenses (PIE) for any period over 24 hours.  This is 



intended to cover some additional expenditure such as newspapers, telephone calls, 



laundry etc. This allowance can be claimed even when hotel costs and meals are 



paid by the host government or commercial organisation but not if you stay with 



friends or family, or in accommodation provided by the UK government. 



Hospitality provided partly or wholly by external bodies  
 



When you are travelling overseas and accept hospitality from a host government or 



organisation, for example meals and/or other expenses, you must refer to the Gifts 



and Hospitality Policy. If travel, accommodation or meals are provided by the host or 



any other party at no cost to the individual, no claim should be made in respect of the 



item provided. 





https://horizon.fcos.gsi.gov.uk/policy/gifts-and-hospitality


https://horizon.fcos.gsi.gov.uk/policy/gifts-and-hospitality
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Chapter 14: Miscellaneous Expenses 
 



Passport and visa costs  
 



If necessary the Home Office will meet the cost of providing a passport/visa but only 



for the duration of your overseas visit; this includes renewal for business reasons but 



not renewal beyond that of your visit.   



Foreign currency 
 
You will be responsible for obtaining any foreign currency and travellers cheques 



they may require for use during the visit and may claim for the currency and any 



commission charges incurred as a result. 



Cold specialised clothing allowance 
 



You are eligible to claim a cold climate allowance if you are travelling to a country 



where such specialist clothing is required. Any clothing purchased should be 



included in your planning and budgeting for the visit. This allowance is applicable 



only where the temperatures are regularly below minus 10 degrees centigrade at the 



time you are visiting the country.  



 
It is your authorising manager’s responsibility to determine eligibility and the amount 



paid will only be a contribution towards the total cost up to the limit stated in Annex 5. 



These payments are taxable – please see Chapter 10. 



Hospitality and management entertainment 
 



Hospitality refers to the entertainment of non-civil servants. Management 



Entertainment refers to the entertainment of civil servants. The rules pertaining to 



this can be found in Gifts and Hospitality Policy. 



 
An advance to cover the cost of expected hospitality or management entertainment 



may be authorised prior to the visit being made. 



 
 





https://horizon.fcos.gsi.gov.uk/policy/gifts-and-hospitality
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Transfer grants 
 



Transfer grants are not paid for temporary visits overseas.  



Exceptional costs 
 



There may be exceptional cases where the strict application of the rules in this 



manual leaves you seriously out of pocket and in financial hardship. However, 



should an exceptional expense be incurred on official overseas business trip, not 



covered in this manual, a discretionary payment may be considered.   



 
These requests must be pre-approved by your line manager of at least HEO or 



equivalent and then a Grade 6 or above as reimbursement cannot be guaranteed. If 



the request is over £5,000 the case must be referred to the HM Treasury. However it 



should be noted that any reimbursement above the rates set out in the Worldwide 



Subsistence rates is taxable. 





https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/359797/2014_Worldwide_subsistence_rates.pdf


https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/359797/2014_Worldwide_subsistence_rates.pdf
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Chapter 15: Use of Vehicles Overseas 
 



Privately owned motor vehicle 
   



Before taking your vehicle overseas you must read Chapter 5 of this manual, which 



covers the specific requirements for both line managers and staff.  There is a duty of 



care on yourself and your manager to ensure for example the vehicle is roadworthy, 



valid driving licence and insurance held, and evidence of ownership and 



roadworthiness of the vehicle.  



 
You may apply to use your own private vehicle on an official overseas visit provided 



you have factored in the full costs, it is cost effective, and you meet the ownership 



and insurance requirements set out below.  



 
Prior authorisation, using the form at Annex 6, must be sought from your line 



manager to use a private vehicle for official purposes whilst overseas. Your line 



manager must ensure adequate safety checks are made to ensure the employee is 



qualified to drive the vehicle on official business, by checking relevant documentation 



including the full drivers licence. Your line manager can access this information but 



only with your consent. Your record can be accessed via view or share your driving 



licence information. 



 



When any vehicle is taken overseas, the authorised driver must carry the vehicle 



registration document (V5C). You must check the requirements of the country you 



are travelling to ensure that you carry all the required documentation. 



 
If written authority is given that it is necessary and economic for you to take your 



private motor vehicle overseas because the public transport facilities there are not 



suitable, you will be reimbursed the UK standard mileage rate as listed in Annex 1 



for the most direct route to your destination, as well as ferry or shuttle charges. 



 
If there is suitable public transport abroad and you choose to take your own vehicle, 



you will be reimbursed the UK public transport mileage (see Annex 1) for the most 



direct route to your destination and travel on a ferry or train. These should be booked 



via the Home Office travel service. Your claim will be restricted to the cost of travel 





https://www.gov.uk/view-driving-licence


https://www.gov.uk/view-driving-licence
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and subsistence had you not taken your vehicle and evidence of these costs must be 



retained. Official travelling time claimed will be restricted to the lesser of the actual 



journey time or time taken had your journey been made by public transport. 



 



Booking vehicle hire/rental 
 



If vehicle hire or rental has been approved as part of your visit then bookings should 



be made through the Home Office Vehicle hire contract. If they cannot provide you 



with an advanced booking of a hire vehicle then you may book this via a Travel and 



Expenses (T&E) card. You must have delegated authority to book and pay for this 



yourself. 



 
Managers must ensure adequate safety checks are made to ensure the employee is 



qualified to drive a hired vehicle on official business, by checking relevant 



documentation including the full drivers licence. You will need to download a 



summary of your licence record which can either be printed or shared. Your line 



manager can access this information but only with your consent. Your record can be 



accessed via view or share your driving licence information. 



 
Crown liability does not adequately cover insurance requirements for vehicle hire 



outside the UK. You must notify the hire company of the country/countries you will be 



visiting. You must ensure you are provided with fully comprehensive insurance, 



including damage waiver, as part of the hire agreement. 



 
When any vehicle is taken out of the UK, the authorised driver must carry a VE103 



(Vehicle on Hire Certificate) which certifies that permission has been granted to take 



the vehicle abroad. If you hire a vehicle you must ensure the hire company provides 



a VE103. 



 
Recovery of any deposit is your responsibility. If paid with public funds i.e.  T&E, you 



must ensure this is recovered at the end of the hire. Any costs not recovered will be 



your responsibility and cannot be reclaimed from the Home Office. 



 
You must top up the fuel tank before you return it to the hire company and the actual 



cost of fuel used can be claimed back. Alternatively the cost can be charged to your 



T&E card. You must obtain a VAT receipt for audit and tax purposes and retain this 



for three years.   





https://www.gov.uk/view-driving-licence
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Annex 1 
 



Travel Allowances – UK Travel 



Public transport rate of motor mileage 



 
 23.8p per mile 



Standard rate of motor mileage 



 
 All engine sizes 
 Up to 10,000 miles: 40p per mile 
 Over 10,000 miles: 25p per mile 
 



Motor cycles and motor cycle combinations  
  
 All sizes and mileage  
 24p per mile. 



Passenger supplement 



 
 5p per mile per passenger 
 



Bicycle allowance 
 
 Rate: 6.2p per mile 
 



Official car mileage 
 



Official car rate  



Engine capacity Petrol Diesel 



up to 1400 cc 11 pence per mile   9 pence per mile 



1401 – 2000 cc 13 pence per mile   9 pence per mile 



above 2000 cc 20 pence per mile 13 pence per mile 
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 Annex 2 



Meal and temporary accommodation rates – UK 
 
The financial ceilings for reimbursement of additional expenditure are set out below. 



You can only claim the actual amount spent and receipts must be submitted with the 



claim. 



Meal Day Rates (MDR) Financial Ceilings  



 



Period of absence from permanent station/office 
 



Meal day rate 
(MDR)  
 



More than 5 hours – no official food  provided – 
Lunch taken away from the office premises 
 



Up to £4.25 



More than 10 hours- no official food provided – 
Meals taken away from the office premises 
 



Up to £9.30 



More than 12 hours – journey requires pre 6.30am 
start, and it is not reasonable to have breakfast at 
home before travelling. The combined 5 & 10 hour 
rates can be claimed. 



Up to £13.55 
 (>10 hrs rate plus additional 
payment for breakfast of up 
to £4.25) 



Over 24 hours rate Up to £26.00 (this includes 
PIE) 



 
 



You are not eligible to the MDR if: 



a. if you do not purchase a meal; 
 



b. if you spend no more than you would have done at your permanent station; 
 



c. where refreshments have been made at home 
 



d. concurrently with the 24-hour night rates or temporary accommodation 
allowances 
 



e. if you are provided with one meal when absent for more than 5 hours, or two 
meals when absent for over 10 hours, or three meals when absent for more 
than 12 hours (e.g. lunch provided during a training course or included in the 
cost of your rail or air ticket) 
 



f. if you take your meals at home 
 



g. in respect of a return journey from or to your detached duty location in 
connection with a weekend/rest day visit home; (See above) 
 



h. after you have exhausted your 30 day limit of MDR at a temporary 
workplace/location  
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Night Bed and Breakfast and meal rates – Cabinet Office rates 
(preferred option) 



 



Meal Rate  type 
Rates per day 



London Elsewhere 



a. Bed & Breakfast Rate £115.00 £75.00 



b. 24-Hour rate Meal Rate Up to £26.00 Up to £26.00 



Night Bed and Breakfast and meal rates – Home Office rates 



 



Meal Rate  type 
Rates per day 



London Elsewhere 



a. Bed & Breakfast Rate £125.00 £90.00 



b. 24-Hour rate Meal 
Rate  



Up to £26.00 Up to £26.00 



Lodging allowance  



 



Rates per night 



London Elsewhere 



£37.45 £36.00 



Residential course allowance  



 
Rate per night: £5.00 
 



Retention of rooms allowance  



 
Limit per night: £6.20 



Late working rate  
 



Circumstance Allowance  



See a-g of table £12.75 



See h of table £  4.25 
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Annex 3 
 



Insurance for private vehicles 
 



To comply with the Health & Safety at Work Act 1974 and the Corporate 



Manslaughter & Corporate Homicide Act 2007, line managers must ensure the 



private vehicle is roadworthy in accordance with the Road Traffic Act 1988 as 



amended by the Road Traffic Act 1991. You must show your line manager, at least 



once a year, your current valid MOT, or Vehicle Registration Document where 



vehicles are exempt for the MOT requirements, driving licence and evidence that 



your motor insurance policy includes Crown Indemnity cover for business use by 



yourself. You will need to download a summary of the driving licence record which 



can either be printed or shared and can be accessed via view or share your driving 



licence information. Your line manager can access this information but only with your 



consent. 



 
If your documentation becomes invalid prior to your journey you must report this to 



your line manager, and you must not use your private vehicle again until you meet all 



the requirements. 



 
If a claim is found to be submitted for a journey undertaken with inadequate 



insurance cover, or other valid documents, it will not be paid and it may become a 



disciplinary matter. 



 
If you have been allowed to use your own vehicle and have to resort to hiring an 



alternative vehicle (e.g. because your own breaks down while you are on official 



business), you must ensure your motor insurance policy includes Crown Indemnity 



for business use by yourself and the required documentation must be shown to your 



line manager at least once a year. 



 
Where the above policy is not adhered to, or the required documentation is 



insufficient or unavailable, you must not use your private vehicle for official purposes 



and you will not be reimbursed any expenses unless you undertake and incur 



expenses by other acceptable means, subject to the parameters of Chapter 4. 





https://www.gov.uk/view-driving-licence


https://www.gov.uk/view-driving-licence
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Annex 4 



Travel and Expenses (T&E) Card 
 
All travel related bookings, including hire cars, must be booked through the 



appropriate Home Office Travel Service / car hire provider. However there may be 



some expenses which cannot be booked through the travel contract. In these cases, 



a travel and expenses (T&E) card may be issued to any member of staff regardless 



of grade where they have a requirement to travel on official business on a regular 



basis. The card can be used for any authorised expenditure as set out below. 



 
The T&E card is not to be used for group travel bookings nor is it to be used to pay 



for travel for any other person than the named card holder. 



 
The standard maximum monthly credit limit applied to the T&E card is £1,000. The 



monthly credit limit cannot be exceeded and the card will be declined if presented for 



any payment which exceeds the set limit. However higher limits may be approved 



subject to the submission of a supporting business case and support of the 



approving manager. There is a minimum usage of 6 occurrences per annum. They 



must not be used for personal use. 



Who is entitled to a card? 



 
Only civil servants or seconded staff on the Home Office payroll are permitted to hold 



a T&E card. Temporary staff, interim managers and contractors are not permitted to 



hold or to be issued with a T&E card.  



There is no grade restriction for the issue of a travel and expenses (T&E) the 



eligibility criteria is that you have a requirement to travel on official business on a 



regular basis: i.e. a minimum of six times per annum or a minimum annual travel 



spend of £1,000. Any cards that have not been used for 6 months will automatically 



be cancelled. 



The standard monthly credit limit applied to the T&E card is £1,000. Higher limits 



may be approved subject to the submission of a supporting business case and 



support of the approving manager. 
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Secondees who remain on their parent employer’s payroll, may be issued with a 



T&E card however, they must have an Adelphi HR record and Adelphi login 



otherwise any application will be declined. 



 
T&E cards can only be used for the following: 



 



 Tolls and congestion charge fees, but not penalties for late payment;  



 Parking charges, but not fines; 



 Fuel for filling a hire car before it is returned; 



 Purchase and top up business Oyster cards; 



 Individual travel arrangements not listed above, but are within this manual 



where, in exceptional circumstances, urgency does not allow for the use of the 



Home Office travel contract. 



Change control process 



 



Card accounts may be changed in the following circumstances 



 change of card holder name  



 change of card holder address 



 variation to credit limit – subject to authorisation by the approving manager 



and the CCS 



 moving from one business unit card group to another. 



 
Monthly statements will be uploaded to Adelphi, (you will receive a notification for 



you to log in). You must reconcile the statement against the detailed receipts (credit 



card receipts are not acceptable), which must be provided to your manager prior to 



the claim being approved, unless you are a Grade 6 or above in which case you can 



self approve. You must retain the receipts for 3 years for tax and audit purposes and 



submit them on request.  



Card security 



 



It is essential that cards are kept secure at all times. If the card is not received within 



three weeks of submitting the application you must contact the SSC for advice. 



 
You must familiarise yourself with the card security guidance in the T&E card 



Application Process and Guidance. 
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On leaving the Home Office, you must surrender the T&E card at least one month 



prior to departure or on notice of termination of employment, whichever is earlier. It is 



the responsibility of the approving manager to ensure that all cards are recovered 



and cancelled. 



 
Approving managers must keep track of card holders and ensure they remove cards 



from staff leaving either their business unit or the department. If a card holder is on 



long term detachment or sick leave the card should be suspended. 



 
Crown Commercial Services will review all card usage on a regular basis and will 



close card accounts where zero usage or under utilisation is evident over any six 



month period. 



 



Consequences of non-compliance 



 



Failure to comply with this policy, or related finance or commercial policy may result 



in: 



 serious reputational damage to the Home Office 



 NAO investigations 



 the imposition of more restrictive card transaction and monthly credit limits on 



individuals or units 



 withdrawal of card(s) from units or individuals and action to recover funds 



inappropriately spent 



 disciplinary action against card holders or approving managers who fail to 



carry out the required management checks and actions 



 disciplinary action against card holders who fail to comply with the card 



management instructions 



 investigation by the Home Office anti-fraud teams and criminal prosecution 



where appropriate, for any instances of fraud or theft 



 where additional tax, fine or interest is payable through misuse or 



maladministration of the cards, it will be taken from the budget of the unit 



concerned 
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 Annex 5 



Worldwide Subsidence Rates 
 



The rates for each country are displayed by subsistence class, which relate to a 



location.  Each subsistence class is further broken down into elements of monetary 



value as per the table below.  See the Worldwide Subsistence Rates for further 



details. Note: You can only claim for the cost of meals and hotels that are not provided by 



the Department or the Host. Please see detailed notes under example below. 



 



Room rate The actual cost of the hotel. 



24 hour rate: Includes the cost of the hotel (room rate) 
and the residual rate. 



Residual rate: This is the allowance given for an 
employee’s meals.  It consists of lunch, 
dinner, 2 extra teas/coffees, hotel to 
office element (£4) and breakfast (where 
breakfast is not included in the room 
rate). 



10 hour rate: Consists of lunch, dinner and 2 extra 
teas/coffees. 



5 hour rate:  Consists of lunch and 1 extra tea/coffee. 



 



Example: FRANCE: Bordeaux                            Currency:  EUR 
 
 



Over 5 hours   44.00 Room rate 120.00 



Over 10 hours 114.00 Breakfast    15.50 



24 hour rate 135.00 plus room rate Lunch   40.50 



  Dinner   66.50 



  Other     0.00 



  Drinks     7.00 * 



  Hotel to office     5.50 



  Total residual  135.00 



 
* This refers to 2 teas or coffees. 
 



1. If you have to pay for the hotel and have no meals provided free of charge, 
claim the 24 hour rate plus room rate (i.e. €255.00). 



2. If you have to pay for the hotel, but lunch is provided free of charge, claim the 
24 hour room rate less the lunch rate (i.e. €255.00 - €40.50 = €214.50) 



3. If the hotel is paid for you, claim just the residual rate (i.e. €135.00).  Also 
deduct any meal rates if these were provided free of charge. 



4. If you do not stay overnight, claim the 5 or 10 hour rate dependant on how 
long you were away overseas.   



 





https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/359797/2014_Worldwide_subsistence_rates.pdf
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Personal incidental Expenses (PIE) 



 



PIE is £10 per 24-hour period authorised stay in a hotel while on temporary official 



business outside the UK. Note: You can claim PIE irrespective of whether the cost of 



meals are provided by the Department or the Host.  



  



Hot/cold climate allowance 



 
The cold climate allowance is £120 maximum in any 3 year period.  





file:///C:/OutlookSecureTemp/PIEoverseas


file:///C:/OutlookSecureTemp/Coldclimateclothing








76 



Version: October 2016 
 



Annex 6 



 
   



 [Region/Directorate] 



[First address line] 
[Second address line]  
[Town/city] 
[County Postcode] 



T [00000 000 000] 



F [00000 000 000] 



www.gov.uk/home-office 



[Recipient’s name] 



[Position, company] 



[First address line] 



[Second address line]  



[Town/city Postcode] 



 



[00 Month 0000] 



  



 



 



Dear [Name] 



Private Motor Vehicle Authority for Official Visit Outside UK 
 
I certify that I meet the following requirements for the use of a private motor vehicle 
on an official visit outside the UK 
 



 Ownership and insurance requirements as set out in Chapter 5 and Annex 3 
of this document 
 



 I understand the motor vehicle insurance requirements described in those 
paragraphs 
 



 The motor vehicle belongs to me*/ I have permission to take the car outside 
the UK* (* delete as appropriate) 
 



 The vehicle is roadworthy and has been fully serviced in accordance with the 
manufacturer’s warrantee (vehicles less than 3 years old)* / I have a valid 
MOT certificate (vehicles more than 3 years old)* (*delete as appropriate) 
 



 I confirm the following details are correct and that original copies of my driving 
license and vehicle documents have been provided to my Line Manager prior 
to undertaking the visit: 



 
Vehicle Registration: ………………………………………………......................…… 
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Vehicle Make & Model: ……………………………………………......................…... 
 
Insurance Company: …………………………………………......................………… 
 
Comprehensive Insurance Policy No.: ……………………….....................……….. 
 
Insurance expiry date: …………………………………………......................………. 
 
MOT: certificate no. & expiry date: ……………………………......................……… 
 
 
Employee Signature: ………………………………………………………...………... 
 
I confirm that I have see the above mentioned documents and am satisfied that they 
meet the Home Office requirements to use a private vehicle for official purposes - as 
stated in Chapter 5 of this manual. 
 
Authorising Manager Signature: …….……......................................................…… 
 
 



 



[Sign off] 



 



[Author’s name] 



[Position/title] 



 



D [00000 000 000] 



E  [firstname.surname@





file:///C:/OutlookSecureTemp/Chapter5
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Annex 7 



Guide to the iExpenses Overseas Non Postings Template   
 
Most expenses incurred in preparation for travelling overseas and whilst out of the 



UK have a specific line built into the iExpenses overseas non-postings template on 



Adelphi.  



Expense lines to use 



 
The overseas non-postings template is divided into various lines covering specific 



types of expenditure corresponding to existing policy contained in this manual and 



the Juxtaposed Briefing Pack and Overseas Postings Guidance. Most of the lines 



are self explanatory. However, some lines may not be worded in the way you are 



familiar with or you may not be aware you are able to claim certain expenses. 



Hopefully the list below will be useful. It is important the correct lines are used as 



certain expense types have different tax treatments applied to them, which require 



accurate reporting. If you are unclear what line to use, please contact SSCL. 



 



iExpense line When to use  



Reimbursement of 



Unusual Items  



Expenses not covered by a specific line in the template, but still 



approved by the line manager and a Grade 6 or above. Items 



claimed under this line will be automatically forwarded to a Grade 6 



after the line manager has approved the claim on line. You should 



always check whether an expense not covered elsewhere in the 



template is reimbursable before incurring the cost. Some items 



may also be more appropriately purchased with a T&E or GPC 



card. You should refer to the relevant policy to determine what 



these cards can be used for. 
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Hotel 



accommodation  



This covers all overseas hotel expenditure (Room Rates) incurred 



away from your permanent place of work on official business 



except where such instances are covered specifically elsewhere.  



 
The relevant Worldwide Subsistence Rates must be referred to 



ensure that hotel and meal claims are within policy. If you need to 



incur a higher room rate you must seek prior approval from a 



Grade 6 or above and then claim the excess under the Excess 



Subsistence line, giving the appropriate justification.   



 
As the Worldwide Subsistence Rates are not built into the system, 



no policy violation will be flagged up if a claim exceeds the rates; it 



is the line manager’s responsibility to check that the claims are 



within policy.  



O/Sea Juxtaposed 



Subsistence  



This is for Juxtaposed employees to claim the Juxtaposed 



subsistence rates. 



 
If you currently use a local customised spreadsheet to record your 



subsistence, please attach this to your claim and complete the 



Start Date, Receipt Amount and Currency fields. In the Justification 



field please type the start and end date of the period you are 



claiming and “please see the attached spreadsheet”. 



 
If your shift patterns do not meet the parameters of the customised 



spreadsheet, please claim your subsistence on the old paper claim 



form. However, any claims which do not include an element of 



subsistence should be submitted on iExpenses. 



O/sea Non-



Juxtaposed 



Subsistence 



This is for non-Juxtaposed employees to claim the Worldwide 



Subsistence Rates for 5 hours, 10 hours and the residual rate, 



whichever is applicable. 



 
Where the residual rate is being claimed, this must be reduced by 



the appropriate meal rate if breakfast, lunch or dinner are provided 



free of charge. 



 
Please claim subsistence on the old paper claim form until further 



notice. However, any claims which do not include an element of 





https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/359797/2014_Worldwide_subsistence_rates.pdf


https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/359797/2014_Worldwide_subsistence_rates.pdf


https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/359797/2014_Worldwide_subsistence_rates.pdf


https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/359797/2014_Worldwide_subsistence_rates.pdf
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subsistence should be submitted on iExpenses. 



Excess Subsistence  This line is to claim for excess subsistence incurred over and 



above the set Worldwide Subsistence Rates for the relevant 



location. This line will automatically be fed to a Grade 6 or above 



after initial approval by the line manager.  



Hospitality  



 



This covers expenses incurred whilst entertaining non-civil 



servants. 



Management 



Entertainment 



This covers expenses incurred whilst entertaining civil servants. 



 
You must ensure that, if the journey is taxable, you select the correct category on 



iExpenses or by ticking the relevant box on the claim form. This information will then 



be fed through Payroll Services and the taxable item will be reflected on your 



payslip. Depending on the agreement the expense will either be grossed up and 



taxed or taxed (not grossed up) through pay as detailed below: 



 
 





https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/359797/2014_Worldwide_subsistence_rates.pdf
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OFFICIAL


Clarification Questions and Answers
The Provision of Audits and Certification of ISO 9001 for FINDS


Contract Reference: CCCC17B25


OFFICIAL
Clarification Questions and Answers
Hannah Edwards
© Crown copyright 2016


V1.0 15/11/2017
1


Re
f


Appendix Clarification Question Response Date Issued 


1 Appendix B Are you after one certificate to bring into line 
NFO certification and the NDNAD group?


One certificate would be preferable under the 
FINDS directive.


2 Appendix B If this is the case what is the split of staff 
numbers between The NFO group and the 
NDNAD group?


NDNAD currently consists of 33 members of staff 
and NFO consists of 14 (however this is not a FTE 
compliment and contains vacancies)


3 Appendix B Or do you require separate certification for the 
NFO group and the NDNAD group?


One certificate would be preferable under the 
FINDS directive.


4 Appendix E In your costing spreadsheet are you looking to 
separate the costs for the initial certification 
process and the ongoing assessment? So costs 
for the first year to cover certification and then 
separate costs for years 2 and 3 on going 
assessments?


As this will be a call-off contract, please provide a 
cost for the certification of one FINDS site, and a 
cost for the audit and maintenance of one FINDS 
site. The requirement for each site will be called off 
as and when required.


5 Appendix B Is the management system for NFO and 
Application support different to that of the 
existing certified units? Is there a reason for 
requesting a separate certification for these two 
units?


The QMS being utilised is the one currently used for 
NDNAD.  NFO and Apps Support need to be 
included in the certification of FINDS as a single 
entity.  They have previously not been included in 
the scope.


6 Appendix B Would it be possible to have a breakdown of 
employee numbers per site and service 
(NDNAD, NFD, etc)?


NDNAD & NFD currently consists of 33 members of 
staff and NFO consists of 14 (however this is not a 
FTE compliment and contains vacancies)


7 Appendix B Is it possible to receive a copy of the existing 
certificate?


This is not available for confidentiality purposes at 
this point.


8 N/A Are there any open findings from the last audit? This is not available for confidentiality purposes at 
this point.


9 N/A Is there a particular reason why NFO and The business and audit schedule require these to 
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Application support need to be certified by April 
2018? Could these units potentially be added to 
the existing certificate (if the system is the 
same)? Is the timing critical?


be certified by April 2018, and the requirement is 
that they are added to the certification of NDNAD to 
become FINDS as a single entity.
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