Travel & Subsistence Claims

Guidance Notes 

· College members who incur unavoidable travel and subsistence expenses in attending certain meetings of the College may claim reimbursement from the College if not able to claim from another source. Please contact the office if you are unsure if the meeting qualifies for reimbursement of expenses. 

·  Please note that the College has a limited income stream from membership subscriptions and can only reimburse reasonable out of pocket expenses.
· Travel for meetings outside of Ireland MUST ALWAYS receive prior approval from the Department Director and Treasurer.

· Please submit your claim within 4 weeks of the date the expenses were incurred.  Expenses outside that timeframe will not be paid.
· Original Receipts are necessary for any expense you are claiming.  Reimbursement will not be paid unless these are provided.
· If you are claiming for a meal or for more than one person please list the names of those present.  The original receipt for the meal must be included, a credit card receipt is not sufficient.
· There is no free parking available at the College other than metred parking on Herbert Street.   
· Mileage originating and ending in the Co. Dublin / Dublin area will not be reimbursed.
· Claims are not be reimbursed for attendance at College Faculty meetings or Conferences.

The College will reimburse:

· Standard class rail fares only.  First Class or city gold fares will only be refunded at the standard class fare.
· Bus / Luas and DART fares 

· International air travel at the cheapest fare available, please ask the College to book flights in advance.  
· Car mileage on journeys originating outside Co. Dublin, at 25 cent per km (regardless of engine capacity).  The total reimbursed for car travel will not normally exceed the standard class rail fare for the equivalent journey.
· Parking and Toll charges – a receipt is necessary
· Taxis (where public transport is not a practical alternative) – a receipt is necessary.
· Meals. Limits are outlined on the form, however the College would ask you to note that the College has limited income from membership subscriptions and can only reimburse reasonable subsistence claims.  In regard to an evening meal, it is only possible to claim for this expense when an overnight stay is incurred.
· Accommodation.  Prior approval must be sought before overnight accommodation may be reimbursed, however the College will reimburse up to €100.00 per night.  The College will also facilitate accommodation bookings on your behalf through its agreed corporate rates.  
	EXPENSES CLAIM FORM



	Name:



	Address: 



	Email address:

	Contact telephone No.

	Details of Event for which you are claiming.

Date:




Meeting

Venue:



	TRAVEL
	€

	Rail. Standard fares only.
	

	Bus / Luas / DART
	

	Taxi
	

	Car:   No. of KM: @25c a KM
	

	Air
	

	Toll Charges
	

	Other
	

	
	

	SUBSISTENCE – Receipts must be provided.  Unvouched expenses will not be paid.
	

	Accommodation (up to €100)
	

	Breakfast (up to €10)
	

	Lunch (up to €15)
	

	Evening meal (up to €40) – only if overnight stay is necessary
	

	
	

	TOTAL
	


I have been unable to claim reimbursement from any other source and I enclose relevant receipts. I understand that this claim will not be processed unless all original receipts and tickets are attached.  
Please reimburse my bank account directly as follows:

	Name of bank account
	

	Address of bank:

	

	IBAN: 

	

	SWIFT / BIC code : 

	


I have read the attached conditions and accept that my claim will be reimbursed as per those conditions.
Signed……………………………………………………………………………Date:…………………………………………………….


Authorised by the Treasurer:

Signed………………………………………………………………………….Date:………………………………………………..

Paid:
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