Defence Business Services
Secretariat Team

Room 6303

Tomlinson House

M’n'Stry 'rl\'lr?(r)(r:rr:t)g: Cleveleys
of Defence Lancashire

REF: FOI2017/12940 E-mail: DBSRES-Secretariat@mod.uk

16 April 2018

Dear D

Thank you for your email of 7 December 2017 requesting the following information:

“* Is it correct that Ministry of Defence civil servants are allowed to sign their own
expenses claims for expenses incurred when they are away, including food and
alcoholic drinks?

* How many officials are authorised to sign their own expenses claims?

* Could you please provide the total expenses incurred by officials authorised to sign
their own claims in each of the last three financial years?

* Please can you break these figures down by expenses type, including a category
that shows expenditure on food and drink.

* Please can you provide a specimen expenses form?”

| am treating your correspondence as a request for information under the Freedom of
Information Act 2000 (FOIA).

A search for the information has been completed within the Ministry of Defence (MOD), and
I can confirm that some information in scope of your request is held.

Question -* Is it correct that Ministry of Defence civil servants are allowed to sign their own
expenses claims for expenses incurred when they are away, including food and alcoholic
drinks?

MOD civil servants who undertake business travel, where costs are to be incurred, are
allowed to sign their own claim forms. However, they must obtain prior line management
approval for the business travel and any consequent costs. After the visit, the employee
may sign/authorise a claim for additional costs they necessarily incurred up to the limit
agreed at the pre-approval stage. If costs incurred are greater than first envisaged the
officer must first seek line manager approval before proceeding to submit their claim. If the
additional amounts are not approved they are not claimed.

The employee must retain copies of any receipts for inspection by their line management
and for audit purposes. Line Managers complete a 25 per cent audit of employee claims as



part of their management responsibilities and any discrepancies found will be adjusted and
can in certain circumstances result in disciplinary action including dismissal.

Approved expenses are paid on an “actuals” basis within specific ceilings; any additional
subsistence [e.g. food and drink costs], is limited to the following ceilings depending on the
length of absence. Please note drink in this instance refers to soft drinks and Beverages
not alcoholic drinks.

. Over 5 Hours -£5.00

. Over 10 Hours -£10.00
. Over 12 Hours -£15.00
. Evening Meal [overnight travel] -£22.50

Employees cannot claim subsistence if the visit is within 5 miles of the normal workplace or
for a duration of less than 5 hours. Alcohol is not reimbursable.

Question - * How many officials are authorised to sign their own expenses claims?

Expenses are claimed by submitting the appropriate form to Defence Business

Services. During the last 3 financial years claimants have submitted 1,640,565 expenses
claims Totalling £81,882,939. It should be noted that these claims cover the cost of
necessarily incurred hotel expenses, food costs and miscellaneous expenses, but does not
include all travel costs. This is because some expenses such as car hire costs are not held
centrally. The car hire expenses included in the total figure relate to Petrol costs which are
paid for by the employee and reimbursed by the department as expenses.

Question - * Could you please provide the total expenses incurred by officials authorised to
sign their own claims in each of the last three financial years?

The attached Appendix 1-3 gives details of the total expenses claimed over the last 3
financial years.

Question - * Please can you break these figures down by expenses type, including a
category that shows expenditure on food and drink.

The total expenses are further broken down into different claim types, the day subsistence
cost shows the amount claimed as food and drink, this cannot be broken down further
however only non-alcoholic drinks can be bought as part of subsistence costs.

Question - * Please can you provide a specimen expenses form?

Claimants submit their expense claims on line via an HR Form 305, a copy of the form is
attached. ‘

If you have any queries regarding the content of this letter, please contact this office in the
first instance.

If'you wish to complain about the handling of your request, or the content of this response,
you can request an independent internal review by contacting the Information Rights
Compliance team, Ground Floor, MOD Main Building, Whitehall, SW1A 2HB (e-mail CIO-



FOI-IR@mod.gov.uk). Please note that any request for an internal review should be made
within 40 working days of the date of this response.

If you remain dissatisfied following an internal review, you may raise your complaint directly
to the Information Commissioner under the provisions of Section 50 of the Freedom of
Information Act. Please note that the Information Commissioner will not normally investigate
your case until the MOD internal review process has been completed. The Information
Commissioner can be contacted at: Information Commissioner’s Office, Wycliffe House,
Water Lane, Wilmslow, Cheshire, SK9 5AF. Further details of the role and powers of the
Information Commissioner can be found on the Commissioner's website at

https://ico.org.uk/.

Yours sincerely

Defence Business Services (Secretariat)
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£29,820,108.99
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£71,972.86
£1,209.48
£404,435.04
£9,157.687.31
£2,458,731.16
£10,352.31
£134,200.00
£597,740.90
£9.99
£220,662.97
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£164,647.00
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£27.067,174.47

TOTAL NUMBER OF CLAIMS
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TOTAL NUMBER OF CLAIMS
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