EXPENSES CLAIM FORM
For office use only:

	Authorised by  (print name)

	Signature


	Budget code



PLEASE COMPLETE THE FOLLOWING IN BLOCK LETTERS

	TITLE
	(Professor, Dr, Mr, Mrs, Miss, etc.)

	NAME
	


	ADDRESS
	

	POSTCODE
	

	E-MAIL 
	


I wish to claim the following expenses incurred by me in connection with:

	OCCASION 

	

	DATE


If the expenses are connected with a group/division meeting or event, please include their name in full, further details overleaf. Please attach all receipts.

	Rail/Air/Coach fare:
	

	From: 
	To: 
	

	Use of car 
	
	miles
	@ 45p per mile
	

	From: 
	To:  
	

	Subsistence (meals/hotel):
	

	Parking fee:
	

	Other expenses (please specify): 
	

	
	

	
	

	Total
	


For direct bank transfer please complete your details below, for cheques please complete the sections on the next page. 
(Incomplete details will delay reimbursement of the expenses claim.)
For all payments:

	Bank name:  
	

	Account name:
	

	Bank address 
	


For UK payments (for other countries see the next page):

	Sort code:
	
	Account number:
	


For European payments:
	SWIFT/BIC code:
	

	IBAN number:
	


For US payments: 
	ABA ; FEDWIRE or ROUTING number:
	

	Account number:
	


For payments to other countries: 
	Bank ID (SWIFT/BIC code):
	

	Account number:
	


	If you prefer to be paid by cheque, please indicate here:
	


(Please note that cheque payments take longer and you may incur cheque negotiation charges)
	SIGNED
	
	DATE
	


Notes for the guidance of members of Council, Institute boards and committees and others reimbursed expenses on the same basis:
1. The Institute will reimburse reasonable travel and subsistence expenses actually and necessarily incurred in connection with attending official Institute meetings and events.  In all cases receipts must be retained and attached to expense claims.

2. The Institute does not pay fees, either to individuals or their employers, for time expended on Institute business.

3. Council expects individuals to respect the Institute’s charitable status and to travel by the most economical means.  Public transport by standard class should normally be used in preference to private cars, first class rail travel or taxis.  Advantage should also be taken of off-peak travel whenever possible.

4. Private cars may be used where it is impracticable to use public transport (e.g where quantities of luggage have to be transported).  In such instances individuals intending to use their private cars on Institute business must ensure, in advance of travel, that their motor insurance policies cover them for such use.  The Institute cannot accept liability for any loss or damage arising from an accident, theft or otherwise where an individual’s insurance is found to be inadequate.  The Institute publishes mileage rates for cars of different engine capacities.  The current mileage rates are available from members of the Institute’s staff.

5. If a private car is used when it would have been possible to use public transport, reimbursement will be paid at the lower of the calculated mileage allowance or standard class public transport fare for that journey.

6. Where, unusually, air travel is involved (e.g journeys from Ireland or Scotland to London) travellers are asked whenever possible to book their tickets well in advance in order to take advantage of discounted fares and to use low cost carriers when available.  The difference between an economy flight and a regular fare can amount to hundreds of pounds for one return journey.

7. The reasonable cost of meals actually taken while on Institute business will be reimbursed.

8. The cost of essential overnight accommodation will also be reimbursed and travellers making their own arrangements for such accommodation are requested to exercise restraint in the choice of hotel so as to minimise the costs.

9. In order to maintain flexibility no maximum amounts are laid down for subsistence and overnight accommodation but claimants may be asked to justify amounts claimed before reimbursement if their claims appear to be excessive.

10. The travel costs of accompanying partners or family members are not paid for by the Institute.  If special circumstances apply whereby reimbursement of such costs is required, travellers must obtain prior written agreement from the relevant director of the Institute.

11. The Institute will reimburse reasonable expenses incurred by Branch, Group and Division committee members while on Institute business (e.g postage, printing, telephone), on production of authorisation from an Honorary Officer of the committee who is not the claimant.
12. Expenses should be claimed by completing an expenses form obtainable from the secretary of the meeting or other attendant member of the Institute’s staff.  Forms are also available direct from the finance department.  Receipts covering amounts claimed must be attached to the claim form.  Completed forms should be returned to the secretary or other attendant member of the Institute staff.

Michael Bray








May 2011
Group Finance Director
