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 Members’ Claim Form – Travel & Subsistence                                    ALL CLAIMS SHOULD BE SUBMITTED WITHIN 30 DAYS OF THE MEETING

	Date of Meeting


	Title of Meeting


	Date of Claim


	Responsible Department/Staff Organiser


	Cost code


	Project Code
(where applicable)


MEMBER’S SECTION - Complete shaded areas only unless you have changed your posting address

	Your Account No.

P    |    |    | 
	Your account number     will appear on previous payment of expenses
	Membership No.

    |     |     |     |     |     |    |  
	
	Speed Payment of Your Claim
For expenses payable by Headquarters, the quickest way is by BACS transfer direct to your bank account.  If you wish to be paid by this method, please see Note 4 overleaf.

	
	
	
	
	

	
	
	
	
	

	Title – (Mr Mrs Ms Miss Dr Prof)
	Please tick box if you  are changing your Posting Address
	
	
	
	

	
	
	
	
	

	Forename


	Surname



	Address  

	

	

	

	Post Code
	Contact Tel No:
	Email:

	
	
	


	Nature of Expense
	
	Amount

(Specify 
Currency)
	
	Finance Use Only 

Cost Code

	MILEAGE  -                      Miles  @  45p per mile
	
	
	
	
	N

	
	
	
	
	
	N

	
	
	
	
	
	N

	
	
	
	
	
	N

	
	
	
	
	
	N

	TOTAL
	
	
	
	
	


	I claim reimbursement of the above expenditure
	Member’s Signature

	Authorised for Payment
	Staff Signature


	
	Print Name


FINANCE USE ONLY
	Journal Type
	
	Transaction Ref/Meeting Date
	
	Transaction Date/ Date of Claim)
	
	Supplier Account Code
	
	Amount
	
	D/C Marker

	P |     |     |    |
	
	E | X | P | S |     |     |         
	
	 |      |      |      |      |
	
	P |     |      |      |      |  
	
	
	
	
	C

	Nominal Code
	
	Amount

      £            p
	
	D/C Marker
	
	Vat Code
	
	Authorisation
	
	Event / Entity
	
	Inc / Exp

	
	
	
	
	
	D
	
	O
	
	|      |      |      |  
	
	|      |      |      |  
	
	|      |      |      |  

	
	
	
	
	
	D
	
	O
	
	|      |      |      |  
	
	|      |      |      |  
	
	|      |      |      |  

	
	
	
	
	
	D
	
	O
	
	|      |      |      |  
	
	|      |      |      |  
	
	|      |      |      |  

	
	
	
	
	
	D
	
	O
	
	|      |      |      |  
	
	|      |      |      |  
	
	|      |      |      |  

	
	
	
	
	
	D
	
	O
	
	|      |      |      |  
	
	|      |      |      |  
	
	|      |      |      |  

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	Journal No.
	
	
	
	


Rev May 10
Members' Expenses - Guidelines for Making a Claim

1. Who Can Claim?

a) Members for attending Trustee Board, Council, Divisional Boards & Committees or other official business meetings where they are summoned or invited by the Trustee Board, Council or Divisional Board.

b) Chairmen & Hon Secretaries of Regions, Sub-Regions, Panels and Divisional Centres attending meetings of the Region, Sub-Regions or Divisional Centres.

c) Members of Regional Committees, Panels, Members of Divisional Centres where they are summoned or invited to their Committee Meetings.

2.
Which Expenses are Covered? (If you are concerned about the costs of travelling, please discuss the matter with the member of staff supporting your Board or Committee)

a) You may claim for travel and subsistence expenses necessarily incurred in travelling on Institution business.

b) In order that the Institution can make the best use of its resources members are expected to be economical in their claims.  For example:

i) Some employers may agree to cover their employees’ expenses, or it may be possible to combine Institution and company business and thus reduce costs.

ii) Whenever possible if travelling by car, arrange to take another member with you.

iii) If you are combining Institution and private business, it would be appropriate to divide the costs so that the full amount is not claimed.

iv) By using pre-booked or discounted rail fares.

c)
The maximum reimbursement of costs for journeys exceeding 15 miles are as follows:

i) Standard class rail fares or cheaper equivalent.

ii)
Unaccompanied economy class air fares.

iii)
Reasonable and appropriate subsistence necessarily incurred in attending meetings.  For overseas members attending Trustee Board, Council or International Strategy Board, a maximum of 3 night’s accommodation is allowed.

d)   Car mileage costs may be claimed.  45p per mile on the first 10,000 miles (25p per mile on each       additional mile over 10,000)

e)   
Travel and 1 night’s subsistence for a partner only if the partner is officially representing the Institution.

f)
Attendance by a member officially representing the Institution on an external body (if not paid by the respective body).
g)
Members invited to represent the President on official duties.

h)   Railcards or Oyster Cards (or similar) if it is more economical to do so (for example for members required to make frequent visits).

3.
Completing the Form

a) Time limit: to improve financial control, all claims must be submitted within 30 days of the date

 of the meeting.  Claims older than 90 days may not be paid.
b) Complete one claim form for each meeting and send to the department or Region/Centre responsible who will arrange for payment.

c) Please attach all relevant vouchers; these may be examined by the Institution's auditors.

d) NB: Members based outside the UK & requesting reimbursement via direct transfer to bank accounts would need to provide us with an IBAN code and a SWIFT code in order for the transfer to work correctly. 

4.
Payment of Expenses

We can now reimburse your expenses direct to the bank account of your choice.  This is not only the quickest method of repayment; it will save bank charges and administration time. To opt for this method, simply provide the information requested below.  You need only complete the form once unless you have to notify us of a change in your bank account details.  For reasons of confidentially, use a spare copy of this side of the form and mail to the Finance Department, The Institution of Mechanical Engineers, 1 Birdcage Walk, Westminster, London SW1H 9JJ.  
	Membership Number

        |          |        |          |          |          |   
	
	E-Mail Address:


	Title 
	Forename
	Surname

	
	
	 


	Bank Name:
	
	Bank Branch

(Enter Town) :
	

	Bank

Account Name:
	
	

	Bank 

Account No:
	
	
	
	
	
	
	
	
	
	
	
	Sort Code:
	
	
	-
	
	
	 -
	
	

	International Use  Only 

IBAN: 

	
	
	
	International Use Only 

SWIFT: 



	Signed:
	
	Date:


Institution of Mechanical Engineers, 1 Birdcage Walk, Westminster, London, SW1H 9JJ
Tel:  +44 (0)20 7222 7899            Fax:  + 44 (0)20 7222 4557             Registered Charity No: 206882
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