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Voluntary Action Scotland – Expenses Claim Form [For event/meeting delegates or contributors]
Name 





   Organisation 








	Date
	Description / Reason Expense was incurred
	Amount Claimed

	
	
	Mileage/Travel
	Accommodation
	Food/Meals
	Other
	Totals

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	Sub Totals
	£                                     
	£                                     
	£                                      
	£                                     
	

	Total Expenses Claimed 
	£


Signature of Claimant







Date








Options: 
Paid by cheque [    ]






Paid by BACS 
[    ]


Make payable to: 






Bank name: 










Address for sending cheque:





Account name:  

















Sort code:  


















Account number:  






Please send completed forms and receipts to the address below.  We regret that we cannot issue payment without valid, original receipts and without the signature of the person who incurred the expense.  Please read the attached Guidance notes for further information on making an expenses claim. 
For VAS use only:
Authorised by:





Date




Paid by:


Date:


Travel and Subsistence Claims 
Guidance Notes

Interface Staff, Directors, Delegates and Volunteers

1) VAS recognises that for some Interfaces their ability to fully engage in Interface events may be limited by the costs of travel and at times the requirement for overnight accommodation. To the extent that our budgets permit we will meet or contribute to reasonable costs incurred in participating in Interface events or to support member involvement in working groups etc.

2) We would expect individuals attending VAS events to claim any expenses incurred through their employers normal procedures and then a claim, on the approved form, to be submitted to VAS by the employing organisation. Payment of approved expenses will be made to the employing organisation.

3) Claims should normally be submitted within 60 days of the expenditure being incurred. In the event of there being difficulty with this the claimant should contact VAS at the earliest opportunity to explain the circumstances and seek approval for an extension. Any extension shall be at the discretion of VAS. To facilitate timeous claims, VAS undertakes to have claim forms available at events and to take account of any failure in this undertaking in the event of a delayed claim.

4) Claims for all expenses and allowances other than mileage must be supported by receipts as evidence of actual payment of incurred expenses. 
5) Travel:

a) VAS is committed to providing excellent value for money, therefore individuals should seek to minimise the cost of travel by seeking out the most economically advantageous option, having regard to cost, time and length of journey, opportunity cost and business need.

b) When using public transport entitlements are standard rate fares at all times, using best rate available.

c) Use of taxis will only be reimbursed where public transport is not available; where carrying heavy baggage or equipment; where public transport is unsuitable because of disability or where it is a more cost effective when travelling in a group.

d) Where travel by private car is the most effective option then a mileage rate of 40p per mile shall be reimbursed. Reasonable receipted parking charges will be reimbursed. Where receipts are not issued, reasonable charges will be reimbursed. Parking fines or excess charges will not be reimbursed. Where the use of a private car has been chosen and is not considered by VAS to be the most effective option, and no prior approval has been requested of and received from VAS, then a public transport rate of 24p per mile will be payable. Distance travelled should be calculated from normal work base or from home to activity, whichever is nearest.

6) Accommodation:

a) The reimbursement of costs for bed and breakfast hotel accommodation can be made when an overnight stay is reasonably unavoidable. If in doubt as to this prior approval should be sought from VAS. Reimbursement will not normally exceed £75 per night inclusive of breakfast. If this is problematic, prior approval or support in identifying accommodation should be sought from VAS.

b) Where an overnight stay takes place in non-commercial accommodation, e.g. with friends or relatives a maximum allowance of £30 per night, inclusive of breakfast, may be claimed.

7) Meals:

a) An evening meal (including drinks) allowance of up to £15 can be claimed where the individual is away from their work base for a period of more than 10 hours and are unable to return to their base or home before 1900 hours.

b) A lunch meal (including drinks) allowance of up to £5.00  can be claimed where the individual is away from their work base for a period of more than 5 hours covering the period 1200 hours to 1400 and no meals have been provided free of charge.

8) Guidance:

Should you need any clarification on submission of claims and permitted expenses then please contact Vicky Wan on 01324 692025 or e-mail vicky@voluntaryactionscotland.org.uk

Voluntary Action Scotland is a Company Limited by Guarantee in Scotland, No. SC361901

 Registered Office: Unit 6, Callendar Business Park, Callendar Road, Falkirk, FK1 1XR 

