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Members’ and Speakers’ Claim for Expenses

Please read the guidance notes overleaf before completing this form.
This form should be filled in using BLOCK CAPITALS.



	Claimant’s name:
	
	Claimant’s address:
	

	Meeting of:
	
	
	

	At:
	
	
	

	Date:
	
	
	

	

	Expenses Claimed
Please submit original receipts (not credit card slips)
	£
	Other currency 
(please specify)
	Finance use only

	For travel please state:

Departure point:

Arrival destination:
	
	
	

	Train and other public transport
	
	
	

	Mileage (....... miles at .......pence per mile)
	
	
	

	Air fares
	
	
	

	Taxi fares
	
	
	

	Accommodation
	
	
	

	Meals/refreshments
	
	
	

	Car park
	
	
	

	Other expenses
	
	
	

	Total
	
	
	

	

	Notes (Please Use this space to provide any additional information on your expenses

	

	

	Declaration:  I confirm that these expenses are not reimbursable by any other organisation, and were wholly and necessarily incurred in attending the above meeting.  I have also read and understood the guidance notes overleaf before completing this form

	Signed:
	
	Approved by:
	

	Date:
	
	Date:
	


	Bank Details (if not already provided):
	For SCI use only:

	Account holder name:
	     
	SCI ref:
	
	Date received:
	

	Bank name:
	     
	Calculations checked:
	
	Amount:
	

	Branch sort code (UK)/ SWIFT code (other):
	     
	Cost Centre:
	
	Account Code:
	

	Account number (UK)/ IBAN (other):
	     
	Approved by Manager:
	
	Date:
	

	E-mail address (for remittance advice)
	     


Please return the completed and authorised form to: 

SCI Finance Team, Society of Chemical Industry, 14/15 Belgrave Square, London, SW1X 8PS.
Members’ and Speakers’ Guidelines for Claiming Expenses

The following guidelines are for members claiming expenses for attending meetings of the Board of Trustees or any SCI Committee, Sub-Committee or Working Party, and invited speakers and guests at an SCI organised meeting.

We regret that expenses cannot be reimbursed in respect of voluntary attendances at dinners, Evening Meetings or AGMs.

The Society of Chemical Industry greatly appreciates the contribution of its members and speakers, and endeavours to ensure that they are not ‘out-of-pocket’ as a result of carrying out their duties and responsibilities.  However, expenses claimed must not be reimbursable by any other organisation and only ‘reasonable’ expenditure that is wholly and necessarily incurred in attending the meeting should be claimed. 
All expense claims should be supported by original VAT receipts (not credit card slips), except where it is impractical to expect this, i.e. where very small amounts are claimed.  Scanned copies of the claim form and receipts may be submitted to expedite payment of the claim, but only on the proviso that the original claim form and receipts will follow in good time thereafter.  Claims for fares exceeding £30 per return journey must be supported by copies of the tickets or other evidence showing the journey made, the date and the cost.  Fines will not be reimbursed unless SCI is at fault.
Expense claim forms should be submitted within 30 days of the date of the expenditure.  Any claims received after this time may not be paid.
SCI staff have the right to refuse a claim for expenses that do not fall within these guidelines.  An appeal against such a decision may be made, in writing, to the Executive Director.

Trains and Other Public Transport

SCI will reimburse standard class rail travel and the cost of all other public transport (tubes, buses etc.).  Claims can be made for Railcards provided that these are used for SCI travel and result in an annual net saving to the Charity.  Members should use reduced fare tickets wherever possible by booking in advance, travelling during off-peak hours and using concessionary tickets.  The use of sleepers is reclaimable where appropriate.
Mileage

Where public transport is not readily available, a private car may be used and the mileage reimbursed.  SCI reimburses mileage costs up to the approved rates provided by HM Revenue & Customs, which are currently 45p a mile for the first 10,000 business miles travelled in a tax year (plus 5p a mile for every additional passenger).  Please go to www.hmrc.gov.uk/rates/travel.htm for further information.  Members outside of the UK should use the appropriate rate for their locality, and indicate the rate used on the claim form.

In line with HM Revenue & Customs approved rates, motorcycle mileage may be claimed at 24p per mile and bicycle mileage may be claimed at 20p per mile.
Toll and car parks costs will also be reimbursed.
Air travel

SCI will in exceptional circumstances reimburse air travel on SCI business within the UK and from/to overseas.  Air travel must however be approved in advance by the relevant member of SCI staff.  Reimbursements are made based on Economy Class for flight durations of less than 8 hours.  For Intercontinental flights of over 8 hours duration, SCI will reimburse tickets up to Premium Economy Class.  Wherever possible, advantage should be taken of discounted fares.
Taxis

Taxi fares will only be reimbursed where there is no other suitable method of public transport or there are exceptional circumstances which make travelling by public transport difficult.

Accommodation

SCI has special rates with certain hotels in the London area (see SCI list of recommended hotels).  In order that SCI can take advantage of special rates, please quote the relevant SCI reference when booking.  Any other hotel accommodation will be reimbursed at a maximum of £150 per night (excluding VAT), including breakfast, but only with the prior agreement of SCI staff.  Proof of SCI authorisation must be provided with the hotel invoice.
Meals and refreshments

Meals and refreshments are usually provided at meetings and events.  However, if meals and refreshments are not provided, and the claimant is away from home at the relevant time, the cost of an evening meal and one drink may be claimed up to a value of £30, lunch may be claimed up to a value of £15 and breakfast up to a value of £10.

Other expenses

Please provide a brief description of any other expenses claimed.
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