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Expenses claim form


· Please use BLOCK CAPITALS
· Claims must be received within one month of the meeting

· Original receipts required

	Name:  


	Address to which cheque should be sent:



	Day time telephone number: 



	Name and venue of meeting: 


	Date of meeting: 


	In attendance as: 
i.e. invited speaker/Education Sub-committee/other (please specify)


Please complete this section if you wish your claim to be paid directly into your UK bank account

Bank Name & Address ………………………………………………………………………………………………….

……………………………………………………………………………………………………………………………..

Beneficiary Account Name ……………………………………………………………………………………………..


Bank Sort Code                   -                  -                    Account Number

N.B.  All UK bank accounts must have eight digits. If your account only has seven, please precede with a ‘0’
	Travel details
	Amount

	1
Rail fare
From:


single/return


To:
	

	2
Air fare
From:



To:
	

	3
Bus/underground/taxi fare 
From:


(please delete as appropriate)



To: 
	

	4
Mileage
From:


(please state cc of engine) 



To:



Number of miles:
	

	Miscellaneous 
	

	1 Honorarium


	

	2. Other (please itemise)

	

	Signed:                             Total:
	

	Date:  
	

	Authorising Signature:


	

	Treasurer’s signature: 
	


Completed forms should be returned to Bashh Administrator at the above address
GUIDELINES FOR EXPENSES CLAIMS POLICY FOR BASHH MEETINGS

Notes:

i) Original receipts and signed claim forms are required for all expenses claimed.

ii) All claims must arrive at the Secretariat no more than one month after the date of the meeting.

1.
TRUSTEES/BOARD/SIG/SUB-COMMITTEE MEETINGS
The following travelling expenses will be reimbursed:- 

· taxi/rail travel (first class allowable for journeys over 100 miles)

· bus/coach/tube (economy class fare only)

· airlines (economy class fares only for domestic travel; business class for intercontinental travel)

· Car mileage will be at approved RSM reimbursement rates currently (1.2.02) 35pence per mile under 1100cc engines, and 45pence per mile for over 1100cc engines.


When any of the above meetings occur on the same day as an OGM, expenses will NOT be paid by BASHH, as these should be reclaimable from the individual’s NHS Trust. 


If business class fares are available at the same price as a full economy fare, then individuals may purchase such tickets subject to the prior approval of the Treasurer. 


Officers needing to stay overnight for BASHH business will have reasonable costs and subsistence reimbursed.  These expenses need prior approval by the Treasurer before expenses are incurred.  

2.
SPEAKERS AT BASHH MEETINGS


a)
OGM or Spring Meeting speakers:  No honorarium paid.  Travelling expenses for invited speakers who are not members of BASHH as above.


b)
SIG meetings:   Honoraria may be paid to speakers up to £250 maximum.  If any group wishes to pay in excess of this, formal approval must be obtained from the Board prior to the meeting. 


c)
BASHH course:  Lecturers paid £100 honorarium.  Organisers paid £100 daily rate.  Travelling expenses reimbursed as above. 


d)
NCCG meetings:   Speakers paid honoraria and travelling expenses as above.


e)
Branch meetings:  Speakers paid honoraria up to £250 maximum.  Requests to pay more than this will require prior approval of Board.  Travelling expenses as above.


BASHH pays honoraria gross and assumes individual will declare it for taxation purposes; some recipients ask for payment to a particular fund or charity within their own department which is acceptable.


It is the Society’s policy not to provide locum expenses for individuals attending BASHH committee or educational meetings.

3.
OFFICERS AND ORGANISERS OF SPRING MEETING

Officers and local organisers should not have to register for the Spring meeting as they are essential to its running.  Hotel, flights etc will be individual responsibility to provide from local study leave funds.

SUMMARY

Any expenses incurred on behalf of BASHH or by those invited to speak by BASHH, or those contributing to educational policy which are not covered by the above, should be discussed prospectively with the Honorary Treasurer.  Any individuals who believe they might need to incur expenses in a way which deviates from the above policy must inform the Honorary Treasurer who will seek the approval of the Trustees and/or Board prior to any final decision being made. 
