THE ROYAL COLLEGE OF SURGEONS OF ENGLAND

	APPLICATION FOR PAYMENT OF TRAVELLING EXPENSES

	                                                                                                                                                                            Organising body tick

                                  The rules for reimbursement are printed overleaf

RCS

FDS

FGDP

Please use BLOCK LETTERS except for your signature

Receipts/Invoices MUST be attached

Claimant’s name

	Address for payment

	

	The college wishes to pay all claimants by the Bankers Automated Clearing System (BACS) to save costs and to eliminate the possibility of cheques being lost in the post. Unless the Finance Department already holds the relevant information please give the details requested regarding your bank. A remittance advice showing what has been credited to your bank will be sent.

	Bank Name                                                                                          Email Address:               

                     

	Branch (not full address):                                                                    Sort Code:       =       =                Account No:

	Account in name of:



	Details of meeting(s)



	£

p

Or other activity

Organised by (name or dept)…………………………………………………………………….
Air fare between……………………......and……………………………………………………..
Rail fare between ………………………and……………………………………………………..
Taxi fares between ……………………..and……………………………………………………..
Motor expenses…………miles by car at 45p per mile

Between…………………………………..and……………………………………………………..
Only complete the following if the total annual mileage on College business is likely to exceed 10,000 miles in any tax year, 6 April to 5 April.

Total Mileage paid to last expense claim………………
Total including this claim…………….in current tax year

Overnight subsistence for…….nights in London for the following dates……………………….
Overnight subsistence for…….nights outside London for the following dates………………….
Other items, please give details……………………………………………………………………..
                                                                                                                        TOTAL CLAIMED

Signed by Claimant………………………………………………                Date………………………………

Approved………………………………………………………….                Date………………………………
£

Account Code

Analysis Code
Supplier code

£

Account Code

Analysis Code




	THE ROYAL COLLEGE OF SURGEONS OF ENGLAND

Claims must be submitted at least at month intervals, but may be submitted more frequently. Provided payment is to be by the Bankers Automated Clearing System (BACS) a claim will normally be paid in 10 working days. Claims to be paid by cheque will be paid as soon as possible within a monthly payment cycle.

The limits on expenses that may be claimed are set out below:-

                                                                Council, Board or Committee members, Examiners, Tutors, Fellows or others of  equivalent Standing on college business
Air fares                                                   Economy class unless DIRECT flight is equal to or greater than 5 hours; then                                                        




Premium/Flexible Economy.                               

Rail fares                                                 Fares up to the value of the standard return price for a journey may be claimed.  
Taxi, public transport and other              Actual costs within reason                                    

reasonable out of pocket expenses 

Overnight costs, covering dinner,        
(a) Club Quarters, using code RCSUK to book, with a reimbursement up to a 
bed & breakfast in UK                            
maximum of £45 per night for dinner with supporting receipts.






(b) If not available, or staying outside of London then up to a maximum £160 




per night to include Vat, to include bed and breakfast, with a reimbursement up 




to a maximum of £45 per night for dinner with supporting receipts.
                                                                 (e) If an individual chooses to use private accommodation £50 (no receipt) for 




bed & breakfast
Mileage allowance

Up to 10,000 miles p.a. by car                       
45p per mile
· Expenditure only paid with valid original receipts – except for mileage and private accommodation. This is an Inland Revenue requirement.

· Any individual using a car on authorised College business is responsible for ensuring that comprehensive insurance is in place for business use and individuals must supply a copy of their licence and insurance annually.

· Expenditure must be claimed within 3 months after being incurred.  Late claims will not be processed.
· For one day meetings between 10.30am and 7pm no overnight accommodation is payable. For 2 + day meetings where the travel time is greater than 2 hours accommodation is payable
· Travel must be equal to or less than from/to the normal UK residence or workplace of the claimant
· In exceptional circumstances, where claims are expected to be exceeded, prior approval must be obtained from the Chief Executive.
 The Director of Finance is responsible for final approval of all expenditure.
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