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All claims must be made in accordance with the RSE Business Travel Policy and Guidance
(Available to view on the RSE web-site Fellowship/Information for Fellows section)

Supporting vouchers or VAT receipts, whenever obtainable, are required and should accompany all claims. RSE staff will advise on the account code to charge.

Personal data submitted in this form will be processed for the purposes of reimbursing the expenses claimed therein and in the case of Fellows, in relation to their fellowship. The data will be treated in accordance with the RSE’s Privacy Policy (available on request or at https://www.rse.org.uk/about-us/privacy/)

	Date
	Business/Meeting/Event
	Details of Expenses/Allowances
	Account Code to Charge
	Cost
£     :   p

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	Total
	


I certify that the expenses claimed herein were necessarily incurred by me, as specified, and I declare that no claim for those expenses has been or will be made to any other body.

	Signature:
	
	Date:
	

	Name: 
(block letters please)
	
	Title:
	

	E-Mail:
(For remittance)
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Bank details for Bank Transfer: 
The RSE are now using BACS/Faster Payments to pay expenses and transfer payment directly into your bank account.  In order to pay you electronically, we require the sort code and account number of your bank account and would be grateful if you could enter the information below if you have not supplied this to us already.  

	PLEASE NOTE: If you would prefer you could send the information via email to accounts@theRSE.org.uk or alternatively please call the finance team on 0131 240 5016.
	
	OFFICE USE ONLY

	
	
	P/L REF
	

	
	
	CODE
	

	Name of Bank:
	
	
	
	Initial
	Date

	Account Number (UK accounts): 
	
	
	SAGE
	
	

	Sort Code (UK accounts): 
	
	
	AUTH
	
	

	Account Holder Name:
	
	
	PAY (1)
	
	

	IBAN (Non-UK accounts):
	
	
	PAY (2)
	
	

	BIC (Non-UK accounts):
	
	
	METHOD
	



The Royal Society of Edinburgh, Scotland’s National Academy, is Scottish Charity No. SC000470 

EXPENSES GUIDANCE NOTES

Travel 
This may be claimed, according to the mode of transport used, as follows:

Rail
2nd class rail fare (Cheap excursion tickets should be used whenever these are available)

Flight

a)	Business class travel is allowed for journeys which involve 8 hours or more consecutive travel time and the time zone difference between start and final destination airports is + / - 3 or more hours.
b)	Premium economy class (or equivalent) travel is allowed for consecutive travel time journeys of less than 8 hours and the time zone difference between start and final destination airports is + / - 3 or more hours.
c)	Economy class travel should be used for all other journeys.
d)	In exceptional circumstances and with the prior approval of the Director of Finance, categories b) and c) above may be upgraded to the next class if there are justifiable reasons, for example, the health and safety impact on the traveller due to the flight times and / or in relation to the period of time between the individual working and his/ her flight.

First class travel is not permitted on any flight.

Car 
Private car	
· First 10,000 miles at 45 pence per mile 
· Above 10,000 miles at 25 pence per mile

Hire Car
· Hire costs
· Additional fuel costs

Bicycle
All cycling mileage may be claimed at 20 pence per mile 

Subsistence	
Reasonable expenses actually and necessarily incurred will be reimbursed.  The RSE is accountable to our various funders and cannot under normal circumstances, therefore, cover alcoholic drinks.

The Royal Society of Edinburgh, Scotland’s National Academy, is Scottish Charity No. SC000470 
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