[ ]
UC|Sa CLAIM FOR REIMBURSEMENT OF ACTUAL TRAVELLING EXPENSES AND SUBSISTENCE

Effective from 1 January 2010

To reduce any risk of payment to someone with a Sage Account
name similar to or the same as yours please provide Code
the following details in full Date

CLAIMANT'’S DETAILS (please complete all sections in block capitals)

OUR FAVOURED METHOD OF PAYMENT IS BACS SO PLEASE PROVIDE BANK ACCOUNT DETAILS FOR PAYMENT BELOW

Title Address for

Forename Remittance

Surname advice:

Department Sort code - _
Account No | | | | | | |

TRAVEL (see page 2 for guidance on completion)

Date Purpose of Journey From To Air/rail/ car | No of Miles @ £ p
40p

SUBSISTENCE/OTHER EXPENSES

TOTAL NOW CLAIMED

Claimant Signature Date GROSS VAT (IF ANY) NOMINAL
AMOUNT CODE AMOUNT CODE

Authorised UCISA signatory 2 Date




Effective from 1 January 2010

UCISa

Travelling expenses and subsistence

Rules of procedure and maximum rates for reimbursement

Claims for reimbursement of travelling and subsistence by persons travelling on UCISA business should be made
on the first page of this form.

With the exception of car allowances, actual expenditure only should be claimed up to the maximum rates shown
below.

Receipts must be produced in support of accommodation and travel and other items of expenditure or
those requested by the department.

Claims in respect of regular journeys should be summarised on a separate sheet and submitted either at monthly
intervals or more frequently.

Full details of any conference expenses should be given overleaf. Where accommodation has been booked by the
organisers, and delegates are given no alternative, any excess cost will be reimbursed provided that the claim is
certified by the Chair of the Group.

Travelling expenses

(@)

(b)
()

Rail:  Travellers should use the most economical class of travel. In general this will be a Saver Return. Please
note that, if purchasing tickets at a railway station, you should ask for a receipt on purchase of tickets as many
exit barriers retain tickets and so your only way of vouching the expenditure is to submit a receipt.

Air: Travel will normally only be reimbursed at economy rate, taking advantage wherever possible of any
reduced rates.

Car:  Rate applicable to all UCISA representatives 40p per mile

An owner whose car is being used for travel on UCISA business must ensure that it is adequately
insured, ie for business use and for death or bodily injury to any person (including passengers) or
damage to property arising out of the use of or caused by the car; failure to do so may not only render the
owner liable for damages but also to criminal prosecution. UCISA can therefore only consent to the use of
private vehicles on its business if it can show that adequate insurance has been arranged.

Subsistence

Actual expenditure should be claimed subject to the following maxima: With

Receipts
@) Overnight stay - nightly rate (including all meals)

UK - London £105.00

UK - other £93.00
(b) No overnight stay

0] one meal £18.00

(i)  two meals £36.00

Estacode rates for foreign travel will apply.

The rules of procedure and the rates set out above apply to all persons travelling on UCISA business.
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