
	LANCASHIRE UNISON – CLAIM FOR EXPENSES 

	NAME:

	HOME ADDRESS:


	WORKPLACE ADDRESS:



	For

Office

Use Only
	DATE
	JOURNEY
	PUBLIC TRANSPORT
	PRIVATE CAR
	MEALS
	OTHER EXPENSES
	TOTALS

(Cols 4+5+7+8+9)
	Details of  Meeting (or name of member).  Details of meals and other expenses

	
	1
	FROM

2
	TO

3
	RAIL

4

£
	BUS

5

£
	MILES

6
	7

£
	8

£
	9

£
	10

£
	11

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	TOTALS ---------- (
	
	
	
	
	
	
	
	(SEE NOTES OVERLEAF)

	
	
	
	
	
	GRAND TOTAL
	
	



	CERTIFICTION

	I certify that I have actually and necessarily expended the sum claimed for travelling, subsistence and other expenses shown above.

	SIGNED:

	DATED:


NOTES
1. Claims should be submitted to the Branch Treasurer at least monthly, or quarterly.  As the UNISON financial years ends on 31 December it is important that all outstanding claims are submitted within three days of the year-end.

2. Where rail travel is involved, standard class fares only may be claimed for attendance at Branch and Region Meetings and Education Seminars etc.  Delegates to Conference and Group Meetings will be informed in advance of their entitlement to expenses.  Please note expenses are Not paid for attendance at general meetings (Annual or Special).

3. Actual expenditure on meals up to a maximum of the current rates, may be claimed, details should be shown in column 11, along with details of ‘Other Expenses’ (Col 9).

4. The current car mileage and subsistence rates are:

CAR MILEAGE RATES



SUBSISTENCE (See note 3)

OVERNIGHT OUT-OF-POCKET EXPENSES








Lunch
-
£6.35


£12.00 (NB : Out-of-Pocket expenses can be

35p for all engine sizes



Tea
-
£2.43


claimed for attendance at residential courses only)

5. Any expenditure incurred as a result of attendance at joint meetings with management, e.g. JNCC and liaison meetings, should be reclaimed from employing Directorates.

6. Any expenditure claimed in column 9 (other expenses) should be supported by receipts, and detailed in column 11.

7. Carer’s costs (if appropriate) should be claimed on a separate form, available from the Branch Treasurer.




I declare that I have received the above amount in cash.�
�
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