UNISON Community & Voluntary Organisations Branch
Expenses claim form 2013
The general principle relating to expenses is that expenditure should have been incurred and that payment is by way of reimbursement. Expenses must be agreed in advance and receipts must be produced. Claims must be made on the branch claim form – (see over) and should be made as soon as possible after an event. In any event expenses will not be paid after three months. All expenses must be authorised by the branch secretary, treasurer, chair or vice chair. Branch officers cannot authorise their own expenses.
Travel
Travel expenses may be claimed for travel to committee meetings, sub-committee meetings, self organised group meetings and Regional Council, if you incur costs over and above your regular daily journey to work on Oyster card. Members living in London are entitled to claim £5.00 on production of a receipt for topping up their Oyster card. Members living outside London (or unable to use Oyster) are entitled to claim the actual amount spent on public transport on production of ticket(s). 
Cyclists are entitled to claim 20p per mile.
Conference delegates choosing to travel by car will receive mileage to the maximum of the lowest public transport cost. Parking expenses will not be paid.

Taxis: members should only use taxis when at least one of the following applies:
· Where public transport is not available

· Where heavy luggage is carried

· When disability renders using a taxi necessary

· Where there is a real threat to personal safety
Members must provide receipts for all taxi journeys otherwise the claim will not be reimbursed.
Conferences

The branch will book and pay for hotel rooms for branch delegates. We aim to book a suitable hotel near the venue if possible. 
If delegates need to depart before 7.00am from London on the day of the conference they are entitled to travel the night before and an overnight stay in the hotel.
Meal Allowances
£40 per day for conference delegates (or part of, as appropriate) £10 Breakfast; £13 lunch; £17 Dinner.
Food & drinks will normally be provided at other meetings.
Children

Branch delegates should notify the branch at the time of nomination if they wish children to attend so suitable accommodation can be booked.
Travel will be reimbursed at actual cost;
Meals at 50% of adult cost

Creche facilities should be used where provided by UNISON at conferences/meetings.
Reasonable baby sitting expenses will be paid on production of a minder’s receipt.
Officers’ duties and stewards taking cases/disputes outside their own employer will be reimbursed travel costs over their daily travel plus subsistence up to £10 on production of receipts.
Dependent Care Allowances
Prior approval must be obtained from the Branch Treasurer. This is based on expenditure incurred ie not to a partner with whom you share caring responsibilities. 
The carer must sign the branch carers claim form giving their name and address for tax purposes. 

1. Accompanying a member
Where an adult accompanies a member to a meeting, they are entitled to 75% of the daily allowance.

Children will receive 50% of the daily allowance.
2. Child Dependent at Home
Only expenditure over and above what would normally be incurred can be reclaimed. The day rate is to a maximum of £32 and a night rate to maximum £16. The night rate is payable from 6.00pm and an overnight stay need not be incurred for this allowance to be claimed. 
If the member has more than one dependent then an additional rate of 20% of the above rates is payable per dependent.
Dependent child care is payable up to the age of 17. All claims need to be made on the appropriate claim form showing the name and address of the carer.
3.  Adult Dependent Home Care
Day rate maximum £32; Night rate maximum £16

Members are invited to make an application to the Branch Treasurer for entitlement to this allowance. 
Evidence required.

Expenses Claim Form - 2013
Name:…………………………………………………….

Membership no …………………………….

Address for payment: 

	Date
	Meeting/Training Course
	Travel From 
	Travel To
	Travel Cost
	Meals 
	Carer

Allowance 

Separate form must be signed by the carer

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	Totals
	
	
	


Signed…………………………………………..


Date……………………………………….

Authorised by …………………………………..


Date……………………………………….
Cheque no ………………………………………


Date ………………………………………
UNISON Community & Voluntary Sector Branch
Carer claim form




I declare that I have been minding (name of member)                                                                child/children from (time)                          to (time)    

I have received  £                               for my services.
Signature

Date

Name





Surname





Home Address











Telephone number





National Insurance number – (this is required for auditing purposes)





Name of first child 


Date of birth


Age at next birthday








Name of second child 


Date of birth


Age at next birthday








Name of third child 


Date of birth


Age at next birthday











