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1. Introduction 

1.1. Purpose 

 

 

 

1.2. Scope 

 

 

 

 

 

 



2. Making Business Travel Arrangements 

2.1. Alternatives to travel 

 

 

2.2. Pre-trip approval (required before tickets can be booked) 

2.3. Request for Leave of Absence 

https://intranet.rca.ac.uk/hr-forms/


2.4. Travel insurance and risk management 

2.4.1. Travel Insurance 

2.4.2. Risk Management 

https://intranet.rca.ac.uk/travel-and-fieldwork/
https://intranet.rca.ac.uk/finance-regulations-and-policies/
https://intranet.rca.ac.uk/finance-forms/
https://www.gov.uk/foreign-travel-advice


2.5. Combined business and personal trips 

2.6. Travel between home and the College 

 

 

 

3. Business travel rules and allowable expenses 

3.1. Rail Travel 



 

3.2. Air Travel 

https://intranet.rca.ac.uk/agresso/


 

 

 

3.3. Cars/Cycle/Taxis 

https://intranet.rca.ac.uk/agresso/




3.4. Accommodation (Hotels/B&Bs/Guesthouses) 

General 

 

 

 

A PO* is required to be raised using one of the 

approved suppliers to book UK and Overseas 

accommodation. Approved supplier details can be 

obtained from finance@rca.ac.uk.  Bookings can 

only be made via another method if evidence is 

provided that it is cheaper than the preferred 

suppliers. 

N/A for approved 

supplier. Internet 

bookings require a 

receipt showing the 

duration of the stay, 

name/s of guests and full 

cost. 

UK 

accommodation  

 

Hotel, B&B and guesthouse costs up to a maximum 

of £150.00 may be claimed per overnight stay. If 

expenditure is above this limit, budget holder 

approval is required. The budget holder must add a 

statement to the claim form detailing why the 

recommended rate has been exceeded. 

N/A for approved 

supplier (which can be 

obtained from either the 

Finance intranet area 

here or from 

finance@rca.ac.uk. 

Internet bookings require 

a receipt showing the 

duration of the stay, 

name/s of guests and full 

cost. 

 

mailto:finance@rca.ac.uk
mailto:finance@rca.ac.uk
mailto:finance@rca.ac.uk


Overseas 

accommodation 

Hotel, B&B and guesthouse costs up to a maximum 

of £150.00 may be claimed per overnight stay. If 

expenditure is over this limit, budget holder 

approval is required. The  budget holder must add a 

statement to the claim form detailing why the 

recommended rate has been exceeded  

When booking accommodation consideration should 

be given to the available budget, whether the 

accommodation is within a reasonable travel 

catchment area for the purposes of the trip and the 

security of the location. 

N/A for approved 

supplier. Internet 

bookings require a 

receipt showing the 

duration of the stay, 

name/s of guests and full 

cost. 

 

3.5. Meals / Subsistence  

 

 

3.6. Other expenditure 



4. College functions, events & meetings and catering expenses 



 



5. Entertainment expenses 

Evidence / information 

required for expense 

claims 



 

 

The full names of all 

attendees must be 

provided together with 

the business reason for 

the entertainment 

 



Some visiting lecturers are classified as employees 

however the College is a temporary workplace 

where the lecturer comes to perform a task of limited 

duration. Therefore, they cannot claim for meals as 

subsistence when travelling to or from work at the 

College. 

The full names of all 

attendees must be 

provided  

6. Other expenses 

6.1. Professional Fees/ Subscriptions 

 

 

 

 

 



6.2. Mobile phone costs, Home Broadband or telephone rental 

6.3. Relocation expenses 

7.  Provision of Gifts  

8. Process for reclaiming expenses 

8.1. How to reclaim expenses 

https://intranet.rca.ac.uk/finance-forms/


8.2.  Authorisation of expense claims 

 

 

 

 

8.3. Submission and payment of claims 



9. Cash advances for travel and subsistence expenses 

10. Use of College Credit Cards for claiming expenses  

https://intranet.rca.ac.uk/finance-forms/

