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Claim for Reimbursement of Expenses (CPHC Members)

Name of Meeting: 

Date: 

Venue: 

	Details
	Car Mileage
	Amount
£

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	Total:
	



	Name (PRINT):


	Signed:  





Notes:

1.	If you have not claimed before or if your details have changed since you last claimed, please request a Request for new/amended bank details form from cphc@bcs.uk. 

2.	Expenses Policy appended to reverse of this form.


Send completed form and all supporting documents to:

Maxine Leslie
Secretariat Support to CPHC
c/o BCS
3 Newbridge Square
Swindon
SN1 1BY
Email: cphc@bcs.uk 

Payment will then be made, via direct transfer to your bank account, by the CPHC Treasurer - Ray Farmer 




1.	Purpose and Scope
1.1	The purpose of this document is to provide the policy and procedure for the reimbursement of expenses incurred by Committee members and guests where applicable.

1.2	The scope of this policy covers the reimbursement of all travel and subsistence expenses incurred by Committee members and guests while in the pursuit of CPHC business.

2.	Procedure
2.1	Expense claims should be submitted to the CPHC Secretariat immediately after incurring the expenditure on the Expense Claim Form provided.  Expenses should not be allowed to accumulate over several months.

2.2	Expenses will be reimbursed providing that:
	(i)    	They were incurred whilst undertaking activities of CPHC
	(ii)	They are reasonable
	(iii)	All relevant receipts/tickets are attached to the claim form
	
3.	Guidance on Eligible Expenditure
3.1	Travel
All claimants are expected to use the most economical means of public transport, using standard economy or special fares.
All travel should be equivalent of a return fare from a claimant’s University or home to wherever the meeting is taking place.
All overseas travel on CPHC business requires the prior approval of the Chair and Treasurer.

3.2	Refreshments
Claims for refreshment while travelling during normal meal times are expected to be modest and alcoholic drinks should not generally be included.

3.3	Accommodation
Claims for overnight stay should seek to be modestly priced accommodation and have prior approval of the Chair and Treasurer.

3.4	Expenses falling outside of the above areas will only be reimbursed if they have the approval of the Chair and Treasurer.
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