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Staff and Educational Development Association
Guidelines for Claiming Expenses
These guidelines should be adhered to when claiming expenses.

1.
Committees

1.1
General Principles

Committee meetings should only be held when there is business to discuss and where other methods of taking decisions are not practical.  The holding of meetings should be at the discretion of the Committee Chair, who should always consider whether the meeting is actually necessary.  Committees should be held in venues which offer a reasonable standard of accommodation at a reasonable price.  The SEDA Office has built up an approved list of suitable venues and this is available for guidance.  If venues are to be used which are not on the ‘approved list’ approval must be sought from the Treasurer prior to the booking being made.

All efforts should be taken to ensure that the meeting is held in a location and on a day suitable for all members to minimise travelling time and expense.  In general the start time of meeting should be arranged so as to allow members the opportunity to purchase ‘economical saver rail rickets’.  

As a general principle lunch or other meals should not be provided at meetings and members should be asked to bring their own food.  Where lunch is required this must be agreed in advance with the SEDA Office and/or Treasurer.  Tea and coffee will be provided when required.

2.
Committee Members

2.1
General Principles
All Committee members and officers, where possible, should claim travel and subsistence expenses from their employers.  Where this is not possible the SEDA Treasurer should be advised and approval sought (where necessary on an annual basis) to allow expenses to be claimed from, and paid by, SEDA.  This approval should be sought in advance of any expenses being incurred.  The cost of such expenses should be built into the annual financial forecast.

When claims are submitted it should only be for travel and subsistence related directly to SEDA business.  Claims should be submitted to the Finance Officer or Committee Chair who is responsible for authorising claims and forwarded to SEDA office for payment. For overseas visits or expenses expected to total over £500, approval of the expenditure must be agreed in advance by the Co-Chair of SEDA and SEDA Treasurer.
When traveling, claimants should ensure that they use the most economical route and method of travel.

The following guidelines are only applicable to members who have approval to claim travel and subsistence expenses from SEDA.

2.2
Guidelines

Travel
2.2.1
Most direct route
All claims must be based on the most direct route.

Public transport should be used wherever possible.  If however this is unreasonable because of time constraints, geographical location or the need to transport heavy / bulky equipment then the use of private cars will be accepted and mileage rates paid accordingly.

2.2.2
Sharing of cars
Where practicable cars should be shared if two or more members are covering similar routes at convenient times.

2.2.3
Hiring of cars
The hiring of cars should not be normally allowed.  Cars should only be hired in exceptional circumstances when all other means of transport are not available / appropriate and only with the prior agreement of the Treasurer.

2.2.4
Taxis
The cost of hiring taxis in conjunction with rail journeys to reach out of the way destinations may be claimed.

2.2.5
Car parking
Normally car parking charges cannot be claimed in addition to private car mileage, as the mileage rates are deemed to include an element for parking.

2.2.6
Mileage rates
Journeys should be taken in the most cost effective way, taking account of both the relative cost and efficiency of different modes of travel.  Wherever possible, public transport should be used. You must ensure that your vehicle insurance covers business use mileage.
a)
Cars


45p / mile
b)
Moped, Motor Cycles and Three Wheeled Vehicles
30p / mile

2.2.7
Rail tickets
Members wishing to travel by train would expect refund of only second class fares.  Members should travel by the rail companies’ economical Saver Tickets wherever possible.

Subsistence
Certain meals may be claimed.  Overnight accommodation will only be paid in exceptional circumstances

2.2.8
Receipts
Receipts must be submitted for all claims for subsistence and accommodation.  Payment up to the maximum rates for meals will be at the discretion of the Treasurer if no receipts are produced.

2.2.9
Meals on trains
If it is essential that meals are taken on a train every effort should be taken to meet the subsistence guidelines given below.

2.2.10
Tea and dinner allowance
Tea allowance may be claimed when SEDA business lasts beyond the ‘normal working day’.  If the business continues beyond 20.30 hours dinner allowance may be claimed, but not both tea and dinner.

2.2.11
Accommodation and subsistence allowances


Bed and breakfast


£80.00


Breakfast



£7.00
Lunch




£12.00
Tea




£4.00
Dinner




£15.00

Overseas visits
All expenses for any overseas visits in connection with SEDA business must be agreed in advance by the Chair of SEDA and SEDA Treasurer.

M Teasdale

SEDA Treasurer
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