
RCSI Travel Policy Version 1.7 updated July 2018
Overview

Overriding spirit of this policy is to ensure that people travelling on behalf of College are accommodated to an acceptable standard within reason, while achieving best value for the College 
1.  Objective
· Bring clarity to all & streamline administration
· Ensure Revenue requirements are covered and all aware

· Ensure fair treatment and equity
2. Scope

All Staff, Students and College representatives travelling on behalf of College. Broad outline included but subject to specific restrictions due to funding or budgetary constraints. 
3. Background
Initial document December 2009 used existing policy Dr T McWade & J May, policies from Trinity College, Xavier University USA, Revenue guidelines, and input from SMT and a sample from staff. Updated November 2010 with feedback received during trial period and SMT sign off.
4. Approved Flight types  

Economy Class for short haul flights (example when travelling from Ireland within Europe)
Business Class for long haul flights. (example when travelling from Ireland outside Europe)
5. Travel funded from Research grants will be Economy Class regardless of destination. Any exceptions to be approved in advance by Research Office.

6. No Chauffeur service unless provided by Airline which will be advised by RCSI Travel at time of booking. Taxis to be used in all other cases.
       7.
All Flights to be booked via RCSI Travel 
All Accommodation to be booked via RCSI Travel, including local Dublin hotel accommodation.
8 Motor Expenses reimbursed for all car sizes using RCSI standard rate of €0.40 cent per KM.

9 Travel for academic conferences funded by RCSI must be approved in advance by Medical Faculty
10 Policy excludes expenses relating to personal alcohol and limits personal international calls while abroad to a reasonable level. 
11 Travel Allowances RCSI-Bahrain. Pay as round sum amount as per contract from 1 October 2009. To be pro-rated and repaid in staff leave during course of year.
12 Travel expenses to be claimed using on-line expenses module available on Staff portal
13 Review of policy again July 2019
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1. INTRODUCTION
	RCSI will reimburse staff, students and College representatives for expenses which are wholly exclusively & necessarily in the course of business while on official College travel that are properly authorised, reasonable and appropriately documented. This policy and its’ related procedures describe the guidelines for such expenditures and outline the process for reimbursement. It has been prepared with as much flexibility and as little complexity as possible within the constraints imposed by provisions of the Revenue Commissioners and other various legal and contractual requirements that are required to be met by the College. 
It is expected that all RCSI College staff, students and College representatives will exercise appropriate care in incurring such travel expenses. Only actual expenses incurred will be reimbursed. It is the responsibility of each individual incurring such expenses as well as the individual approving such expenses to comply with the College's policies and procedures as set forth within this document. Due to budget constraints, Department Heads may place more restrictive limitations on the amounts spent by their specific department or area if deemed necessary.

 
Revenue regulations include a requirement for proper substantiation, a bona fide business connection and a timely return of amounts in excess of expenses. Payments not meeting these requirements would be considered taxable payments to the individual receiving the funds and RCSI would be required to deduct tax on these amounts. Consequently, the College will only reimburse individuals for expenses which meet the requirements detailed in this document. 
2. SCOPE

This policy and its related procedures are applicable to all College faculty, staff and students regardless of the source of funds supporting such travel. If such expenses are to be charged to a sponsored programme, the terms of the grant or contract will take precedence if they are more restrictive than College policy. 
3. GENERAL INFORMATION
3.1 Out-of-Town Travel : These are expenses incurred while travelling on behalf of the College from one's home or office at the College premises to other destination(s). Travel dates normally acceptable as College business include the day prior to the actual dates of business related activity through the last day of the business related activity plus additional return journey day if required. When personal travel is combined with business travel, the College will not reimburse any expenses associated with the personal part of the trip. 

3.2 Local Travel : Business travel expenses incurred within local area of normal place of work should be claimed using the Online Employee Expense Claim available via the link on the RCSI Staff Portal. (http://staff.rcsi.ie/ ) The cost of travelling between the faculty or staff member's residence and the individual's work location is not a reimbursable business expense. Mileage from the employee's residence to a temporary work location (ex. local conference site, Hospital visit location, etc.) will not be reimbursed unless the mileage is significantly greater than one's normal commuting mileage, as defined above. In this case, the difference between the normal commuting mileage and the mileage to the temporary work location will be reimbursable.  Meals consumed by an employee while travelling locally are not allowable business expenses according the Revenue. This does not include meals when an employee is dining or entertaining other individuals for business purposes. Refer to section (4.5) in the Procedures/Guidelines below for further explanation. 


3.3 Prepaid Expenses : Prepaid expenses are expenses paid by the College on behalf of the traveller before the business trip is taken. Examples include Flight costs, hotel deposits, conference registration fees and similar expenses. They are made payable only to the vendor, such as the hotel or the organisation sponsoring the conference or seminar.
 
3.4 Finance Department : The Finance Department is responsible for ensuring that all College business travel expenses are reimbursed in accordance with all applicable College policies and procedures and that all faculty, staff, and students adhere to same. 

This office is responsible for paying all invoices received for travel from the College's authorised travel agency, RCSI Travel Limited.

3.5 Travel Expense Claims : Travel Expense Claims should be completed using the “Online Employee Expense Claim” module available via the link on the RCSI Staff portal. (http://staff.rcsi.ie/ ) Queries on use of this module should be directed to accountspayable@rcsi.ie  .Supporting original receipts should then be submitted to Finance department for reimbursement within 30 calendar days of return date. Expenses received after those dates need to be signed-off by Head of department or appropriate Manager with an explanation for delay. Expenses which are more than 60 calendar days old may be disallowed. 
Reimbursement to travellers will always be made by electronic funds transfer (EFT) directly into their bank account.  Each traveller is to submit his or her own Travel Expense Claim form even if travelling with one or more College faculty or staff members. The preferred method of reporting is for each traveller to report only his/her expenses. If several College employees are travelling together and an expense is combined (such as accommodation costs, meals, etc.) the cost must be clearly documented on the online travel expense claim of the individual claiming the combined amount. The documentation should include the names of the other College employees involved.
3.6 Approvals : All such expenses incurred on behalf of the College are to be certified as to completeness and accuracy by the traveller and will be routed online for approval by the appropriate Head of department or Manager. No individual may authorise and approve his or her own travel expenses. Without such certification and approval, as well as inclusion of all required information, justification, and receipts, reimbursement of such expenses will not be processed.  The budget holder is responsible for review and approval of all expenses including the reasonableness of meal costs and adhering to College and Departmental imposed limitations on reimbursements.
3.7 Coding : All travel expense claims must be fully and accurately coded prior to submitting online to  Finance department. Coding should, at a minimum, detail the Department or Research Project code that the expenses are being paid from plus the appropriate expense classification code from list below. Where departments have a number of different activities, the appropriate activity code will also be required. (eg. Exam code or Course code)
Main Expense Classification Codes :-  
Taxi                    4002          Flights/Train/Bus/Ferry  4003
Motor                 4004          Accommodation             4005
Subsistence      4006         
3.8 Insurance : All College related travel by faculty, employees and students is covered under RCSI’s insurance policy. Please check with Travel office if any queries on insurance. No further travel insurance costs will be paid by the College. 

3.9 Entry Visas: Information on Entry Visa requirements for individual countries can change regularly. RCSI Travel Limited are happy to check this requirements on request. 
4. PROCEDURES/GUIDELINES

4.1 Receipts: The College requires appropriate documentation for all expenses claimed associated with travel over €5.00. Except as noted below, original receipts are always required for rail, bus or car rentals, transport to and from the airport, meals, accommodation expenses, and other reasonable and necessary expenses. Photocopies of receipts will not be accepted for reimbursement. 

4.2 Reimbursements: The College will reimburse an individual an amount based on actual expenses incurred, unless more restrictive limitations have been placed on the amounts spent by a specific department or area as deemed necessary by the Department Head. Requests for the reimbursement of expenses incurred for travel must be submitted online via the College Online Employee Expense Claim link available via the RCSI Staff portal. (http://staff.rcsi.ie/ )

4.3. Transport 
4.3.1 Airlines

It is College policy to book travel at the best fare available at all times availing of RCSI Travel’s agreed return contracted fares. This may require flexibility by the traveller around travel times and carriers. The College will avail of low cost carriers when applicable.
College will pay Economy class for short haul flights (for example : travel from Ireland within Europe). In exceptional circumstances, Business Class tickets will be authorised, but must be approved in writing in advance of booking by a member of the Senior Management Team.

Business Class tickets will be provided for long haul flights  (for example: travel from Ireland outside Europe) subject to a maximum amount for any one return trip. 
Travel funded from Research grants will be Economy class regardless of destination. Any exceptions to be approved in writing in advance of booking by Research executive.
For Flights originating from any overseas RCSI Campus, similar Geographical /Flight length guidelines to above will be used in determining if flights should be economy or business class. 
Travel arrangements must be made through the College's authorised travel agency RCSI Travel Limited (RTL). (travel@rcsi.ie ; jmay@rcsi.ie or 4022343/2391) at a minimum 14 days in advance of travel dates. All requests for airline tickets and/or travel arrangements must be accompanied by a College budget code and College Purchase Order.  

The College will not permit payments to be made to any travel agency or airline for travel arrangements except for those made with the College's authorised travel agent. An exception to this policy may be requested if the traveller is able to provide documentation that a lower fare associated with a specific conference or meeting is being offered by another agency authorised by the conference planners, and that the College's authorised agency is unable to offer the same fare. 

You are strongly encouraged to maximise "discounts" for airline travel through advance purchase of airline tickets where travel schedules can be planned in advance, such as for national meetings and other scheduled events.
4.3.2 Taxi Expenses

The College has secured discounted rates in Dublin with Citicabs. For local business travel, taxis should be booked using this company (details on Finance area of staff portal. Taxis for personal use should not be charged to the College account. Any other taxi expenses incurred while on College business should be claimed with original receipts via the College Online Staff Expense Claim available via the link on the RCSI Staff portal. (http://staff.rcsi.ie/ )

Chauffeur driven car services should not be used and will not be paid for or reimbursed by the College.   
4.3.3  Motor Expenses 

Mileage reimbursement for personal vehicle use is based on a standard RCSI rate. The current rate is €0.40 per KM. This rate includes the cost of fuel, maintenance, insurance and wear and tear. Reimbursable mileage is based upon the starting point of the trip or the campus, whichever is less. Where practical and cost effective, public transport should be considered. The College will not reimburse individuals for driving and/or parking violation fines. 

Individuals who use their own private vehicles for College business must include a letter of indemnity from the individual’s motor insurance company to accompany all motor expenses claims.
4.3.4 Car Rentals 

The cost of a car rental is an allowable reimbursable expense provided that such an expense is essential to the business trip. The College will reimburse the cost of the vehicle rental, based on the invoice paid to the rental company plus any related fuel expenses not covered by the rental invoice.  Only mid-size or compact vehicles are to be rented unless travelling with excess baggage or with 3 or more people.

Travellers are encouraged to use taxis and hotel shuttles instead of rental cars when expenses are expected to be below that of a rental car. Expenses for Trains, buses or taxis will be reimbursed only when original receipts are submitted with the Travel Expense Claim.  Chauffeur Driven Car rentals should not be used and will not be reimbursed by College

4.4  Accommodation
Where possible appropriate accommodation will be sourced and booked in advance by the College travel agent, RCSI Travel Limited, who has negotiated preferential rates with certain hotels to attain best value for College.
The College will reimburse an individual an amount based on actual expenses incurred, unless more restrictive imitations have been placed on the amounts spent by a specific department or area as deemed necessary by the Department Head. College does not reimburse for expenses relating to personal alcohol and limits personal international phone charges while abroad to a reasonable level.
544.5.  Meals
Personal Nature:

Employees will be reimbursed for actual expenditures, excluding alcohol, for personal meals (breakfast, lunch, and dinner) while travelling on College-related business subject to any limitation placed on allowable expenditures within a specific department or area. Individuals should be conscious of cost, use good judgement, and avoid excessiveness. The head of department or manager approving the expense claim should review these costs for reasonableness. Meal expenses will not be reimbursed when meals are included in the registration fees of seminars, etc. The expense of one's meals, including gratuities, must be recorded and reported on Travel Expense Claim. 
Entertaining:
When the traveller is dining or entertaining other individuals for business purposes, alcohol may be included at a reasonable level if appropriate. The expenses must be reported in a Travel Expense Claim. The revenue requires the following documentation for all business meals and entertainment expenses.
a. Date 

b. Place 

c. Nature of business conducted 

d. Names of all present 

e. Business affiliation of guests 

f.  Amount

Receipts are required for all meal and entertainment expenses. Acceptable original meal receipts include an itemised bill, the customer's original copy of the credit card receipt, or a cash register receipt. NOTE: According to the Revenue, reimbursements made without the proper documentation must be treated as taxable income to the employee.

4.6 Other Expenses 

   All other reasonable and necessary expenses incurred while on business travel will be reimbursed, including reasonable gratuities for baggage handling, parking fees, tolls, and reasonable business telephone calls. Receipts for these expenses should be obtained and submitted when practical and must be identified by line on the Travel Expense Claim.
7.    4.7. Personal Expenses 

The College will not reimburse individuals for personal expenses while travelling such as child care costs, kennel fees for pets, snacks, recreation costs, in-room movies or other similar costs.

Travel expenses for the spouse and/or families of faculty and staff will not be reimbursed by the College unless they have been specifically invited to attend an official College event. 

On those occasions when personal travel is combined with business travel, the College will not reimburse any expenses associated with the personal part of the trip.
4.8. Overseas Staff Travel allowances
Where staff working in an RCSI overseas campus have travel allowances included as part of their remuneration, the total amount of this annual allowance will be paid directly to the individual at the start of each academic year. Related travel should then be both arranged and paid for directly by the individual. If for any reason the employment ceases of any staff member in receipt of this annual allowance, then the allowance will be pro-rated and any balance owing deducted from final salary payment. 
 This statement of policy and procedure is intended to be a guide in determining reasonable expenses for College business travel expenses which are wholly exclusively & necessarily in the course of business.
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