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Busines€Expenses

This procedure provides guidanceto all individuals claiming businessexpensesfor costs incurred in
connectionwith KibbleGroupbusiness.

Thegeneralmaximumlevelsthat canbe claimedagainsteachexpenseare detailedin section10.11.

Thisprocedureis mandatoryto all staff. Failureto complywith this proceduremay resultin disciplinary
action.

Authorisation of Claims
All expensesnustbe authorisedand no claimantmayauthorisetheir own claim.

All expensesmust be claimed using the appropriate claim form available from “KibbleNet”. If an
employeeis unsureof the correctform to submitthey shouldcontactthe FinanceDepartment.

Expenseforms must be authorisedin the correct manner by an appropriate signatory. A full list of
signatoriesandtheir correspondingapprovallevelscanbe found in Section10.110f this manual.

By authorising transactions,the authoriser is confirming that the costs have been incurred, incurred
necessarilyandthat there is sufficient

Confidential © Kibble Pagel2



10.3

10.4

“o b DocumentNumber IMSEINDO1
l !l KRDNumber 200802 604
— L- l = —e CurrentRevision 5.10
FinancaVlanual

CashAdvances
Cashadvancescan be arrangedfor most businessexpensesthrough the Kibble Groups“Petty Cash”
process.TheProceduregor this canbe found within Section10.110f this manual.

Entertainment
Necessarycosts of entertaining will be reimbursed on production of receipts. All entertainment
expendituremustbe authorisedby SMTin advancebeforeit isincurred.

The
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10.7 Subsistence
When traveling/ working with no overnight stay you may claim the cost of a meal on production of a
receipt, providedall of the following conditionsare met:

X you are working more than fifteen milesawayfrom your normal placeof employmentor it is not
practicalfor operationalreasondor youto return to KibbleEducationand CareCentre

X no cateringis provided
Andat leastone of the following conditionsis met:

X Breakfast: If you start work or your journeyto work more than one hour before your usualstart
time (work or journey)
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10.9.2 Air Travel

Employeesvho needto travel by air musttravel at tourist or economyclassprices.If travelis requiredby
any other
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Iltemssuchasmini bars,bar bills, newspapershotel videosand gymfeesare personaland assuchcannot
be claimedas businessexpensesand must be deductedfrom hotel bills, together with any associated
serviceandtaxes.

Thelocation of all overnightstays,alongwith a land line telephonenumber, must be recordedwith the
HumanResourceslepartmentbeforethe stayoccurs.

10.11Allowances
PersonalMileage

Permile for first Permile over 10,000 ,
. : o PerMile Passenger
10,000business businesamilesin the o
L Addition

milesin the taxyear taxyear
Cars& Vans 45p 25p 5p
Motorcycles 24p 24p 5p
Meal Allowances

Un Receipted Receipted

Breakfast £4.48 £8.50
Lunch £4.25 £7.50
EveningMeal £9.30 £15.00
Development/ TeamBuildingDays
PerEmployee £30
Personalincidental Expenses
UKOvernight £5.00
OutsideUK £10.00
Overnight
OvernightAccommodation— Normally 3 StarHotel
UK(Outside
London) U K
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