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Liverpool
18-20 April

Conference Expenses
	Name
	


	Address
	


PLEASE DO NOT DEDUCT ANY MONIES FOR DOUBLE ROOM CHARGES AT THE HOTEL OR GUESTS ATTENDING THE CONFERENCE DINNER; THIS WILL BE DONE CENTRALLY. 

PLEASE DO NOT CLAIM SUBSISTENCE FOR TUESDAY IF YOU ATTEND THE CONFERENCE DINNER

	
	Itemisation
	£      p
	For Office Use Only

	
	Time left home……………
	
	

	Travel
	
	
	

	
	Estimated return time……….           sub-total
	
	

	Subsistence
	
	
	

	
	Sub-total
	
	

	Grand Total
	
	Approved for Payment



	Signature of Claimant…………………………………………….

NB: Receipts MUST be attached
	

	
	F-008-300

	
	Payment Details Box

Chq No………………

Dated…………………

Amount……………..

Account: General




Please send your completed form to:

David Kimber, ATL, 7 Northumberland Street, London, WC2N 5RD
See the next page for details of what can be claimed
Notes to accompany expenses for Annual Conference 2011

Delegates are eligible to claim the following expenses:

Travel to and from Conference by public transport:

· The standard class rail, coach or plane fare – please purchase in advance for best value fare

Driving to and from Conference:

· Mileage at the following rates:

· 20p per mile if travelling alone
· 30p per mile if carrying another delegate
· 40p per mile if carrying two other delegates
· 45p per mile if carrying three or more other delegates (This is the maximum that HM Revenue and Customs will allow)

· Car parking charges as follows:

· No parking may be claimed if travelling alone

· Up to £10 a day (to the value of the parking ticket) if travelling with another delegate

· Up to £15 a day (to the value of the parking ticket) if travelling with two or more other delegates

Subsistence whilst travelling to Conference – Sunday 17 April:

· Journeys of less than 1 hour
£0

· Journeys of 1 to 5 hours

£5 

· Journeys of 5 to 8 hours

£10

· Journeys of 8 to 12 hours
£18

· Journeys over 12 hours 

£25

Subsistence for Sunday 17 April to Tuesday 19 April:

· If you stay overnight on Sunday 17 April you can claim up to £25 for that evening’s meal. No receipt is required.

· If you stay overnight on Monday 18 April you can claim up to £25 for that evening’s meal. No receipt is required.

· If you stay overnight on Tuesday 19 April and you do not attend the Conference dinner, you can claim up to £25 for that evening’s meal. No receipt is required.

· If you attend the Conference dinner, you cannot claim for a meal on the Tuesday evening 

Subsistence whilst travelling home – Wednesday 20 April: 

· Journeys up to 1 hour

no allowance

· Journeys of 1 to 3 hours

£5

· Journeys of 3 to 5 hours

£8

· Journeys over 5 hours

£12
The subsistence levels are lower on Wednesday than on Sunday as lunch is provided on this day
