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Discussion paper on some key finance issues 
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Simon Entwisle 

ICO Plan aim 
 

6. An efficient ICO well prepared for the future 

Information rights 

strategy aim 
10. The public confident in information rights law as 

necessary, serving the public interest, effective in practice 
and properly enforced.  
 

Issue 
 

Various finance discussion items: 
 Subsistence Rates  

 Salary underspend  

 Budget virements 
Decision 
 

Review the individual recommendations 

Financial impact 
 

 

Risks 
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For ET discussion: Subsistence rates 

 

Current Subsistence rates 

 

Subsistence allowances 
which must be claimed 

against actual receipted 

actuals up to a maximum 

of the rate stated. 

Absences of 

over (in hours) 
& up to Rate (£) 

Day (not to be claimed when 

a meal is provided) 
5 £10 £5 

Day (deduct £5.00 when a 

meal is provided, not to be 

claimed when two meals are 

provided)  

10   £10 

Day (start prior to 7.30am) 

(Deduct £5.00 when a meal 

is provided, £10.00 when two 
meals are provided and not 

to be claimed when three 

meals are provided)  

12   £15 

24 Hour (reduce rate by 

£5.00 for each meal 

provided) 

    £30 

Overnight (personal 

incidental allowance) / 
Residential training course 

    £5 

 

Current ICO subsistence rates are as above and in line with HMRC guidance for 

personal tax purposes, but exceeds the MOJ guidance as below. 

Subsistence 

Allowances  

Period of absence  Limit  

Day (not to be claimed 

when a meal is provided)  

Over 5 hours, up to and 

including 10 hours  

£4.25  

Day (limit reduces by 
£4.25 when a meal is 

provided, not to be 

claimed when two meals 

are provided)  

Over 10 hours, up to and 
including 12 hours  

£9.30  

Day (start prior to 

7.30am) (limit reduces 

by £4.25 when a meal is 

provided, £9.30 when 

two meals are provided 
and not to be claimed 

when three meals are 

provided)  

 

Over 12 hours, up to and 

including 15 hours  

£13.55  
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24 Hour (Daily rate) 
(limit reduces by £4.25 

where lunch is provided 

and £13.55 if evening 

meal is provided)  

24 hours  £21.00  

24 Hour – Staying with 

friends and relatives 

(non-commercial 

accommodation) – 

receipts do not need to 
be provided  

24 hours  £21.00 Flat Rate  

 

Review 

The subsistence rates should be reviewed to ensure they are both 

adequate and appropriate. It should also be made clear what type of 

expense constitutes ‘subsistence’. 

For staff frequently attended meetings outside the office, there are often 

periods in advance of a meeting, between meetings or after meetings 

waiting for a ‘booked train only’ return journey. Staff need to be able to 

have a relatively convenient and safe place where they can spend this 

period.  The time spent in these places is usually productive time as it are 

used to prepare for the next meeting or update notes on the previous 

meeting. Our new mobile working makes this time even more productive. 

Expenses are incurred whilst using these areas to work in terms of 

incidental expenditure. Where the accumulation of these expenses 

exceeds the current day subsistence allowances this could be classified 

more like rental of office space rather than expenses and would not be 

included in the day subsistence rate limits deemed to cover additional 

expenses that you may incur when traveling outside the office.  

Implications & risks 

The implications of increasing the subsistence rates would mean that any 

money spent by any employee that exceeds the guidance rates set by 

HMRC would be liable for tax, as if it were additional pay.  

This would also mean that the ICO would have an obligation to track and 

declare this as a benefit in kind to the applicable employees resulting in a 

tax liability. The additional resources required to fulfil this obligation in 

finance staff to track the expenditure and additional costs from 

outsourced payroll to prepare the additional year end forms would cost 

more than just increasing the salary of those most affected employees. 
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The MOJ have already questioned our subsistence rates as being higher 

than the MOJ rate. Any increase may bring this further into question. 

 

Recommendation 

The recommendation would be to not to increase the subsistence rates 

but to either classify this expenditure as external incidental ‘office’ costs 

to reflect the additional cost to provide a workspace to offsite employees 

which would need to be carefully managed by line managers or give a 

lump sum ‘allowance’ additional salary to cover the incidental expense 

they may incur which will be taxed through normal payroll route. 
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For ET discussion: Comments on Salary underspend 

 
Background 

 

In 2014/15 there was a significant underspend with in the year. Please 

note, further to the accounts produced for March month end, there will be 

an additional 150k posted for accrued back pay and approximately 50k for 

accrued holiday leave at the year end. 

Comments 

Costs 

There are a number of reasons why the salary budget was not fully 

utilised by the end of the year:  

There was a higher turnover of staff than expected and despite repeated 

recruitment rounds, it has been difficult to recruit at the level required to 

keep staff in post. This spend has been mitigated to a certain extent by 

employing agency staff to fill the vacant roles.  

Due to the changes in head of finance, there has been little consistency in 

the staff complement budget, which was not updated following the 

changes in staff and ET in July 2014 which has led to an underspend in 

this area. Also, many heads of department have not been aware how their 

specific budget has been built and what their updated complement should 

be. 

A lack of visibility of spend per department has made it difficult to see 

which areas were suffering an underspend; the overall budget was 

showing a budget variance of <10% and as such was not picked up as a 

material risk in the monthly budget reports. 

Vacancies were profiled to spend from the start of the year ie, not when 

the vacancy was expected to be filled. 

 

Risk Mitigation for 2015/16 

From April 2015, heads of department will have a full report of staff 

complement (on which the budget was built) with a detailed budget 

breakdown of salary costs per department. This allows for the teams to 

track their spend and agency cover in real time. This also allows for 

budget holders to take the responsibility in recruitment and spend. 
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All vacancies at the start of the year have been profiled with no cost until 

Q2, giving a more realistic time for recruitment. This will be reviewed 

monthly and amended if appropriate. 

Due to the proposed virement process above, we have the appropriate 

structure in place to be more flexible and be able to utilise an expected 

underspend in other areas. 

The tighter controls and shift in budget ownership from April 2015 will 

give more confidence in budget management for budget holders and 

management. 
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For ET discussion: Budget Virement Process Approval 

 
Background 

In order to track and control how budget spend is managed internally 

across the ICO, it is necessary to have a robust system in place to backup 

movements within the overall budgets.  

Proposal 

Budget Virement Process: 

For all inter-departmental budget virements: 

- A budget virement form must be completed (see draft attached) 

detailing department, amount to vire, reason for virement, spend 

profile and be signed off by each budget holder. 

- If the spend exceeds £10k it should be signed off by the Deputy 
Chief Executive Officer and if > £20k it should be agreed at Finance 

Steering Group and reported to ET. 
- Forms will be retained for audit purposes 

 

Recommendation 

 

ET approval of the formal virement process 

 
 

  



10 

 

 


