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Expense Claim Form
	Expense claim for meeting of:




held on: 


	Details
	Amount 

	
	

	
	

	
	

	Please provide receipts for travel, hotels and other substantial items.
Totals
(see guidelines on expenses overleaf)
	


Payment details:
PLEASE NOTE THAT OUR NORMAL METHOD OF PAYMENT IS VIA BACS (DIRECT BANK TRANSFER)
	Payee:


Address:


	Bank details – UK (Unless already provided):         
Account Name:

Bank Name:

Bank Sort Code:
 Bank Account No.
Email address to notify payment (for remittance advice):








	Payment abroad (where appropriate)

Beneficiary’s Bank Name:

Account No.


Beneficiary’s Bank Address: 


IBAN: 

Swift BIC:

Bank Branch/ ABA Routing Code (ABA, Branch BSB, Sort, Transit) 


Email address to notify payment (for remittance advice): 




I confirm that the above expenses have been incurred in the course of business for the London Mathematical Society. I have read the guidelines on the payment of expenses overleaf.
Signed: 

Date: 

Return to: London Mathematical Society, De Morgan House,
57-58 Russell Square, London WC1B 4HS.
For office use only:
Authorised by: 

Authorisation date: 


Nominal account no: 

Batch entry: ……………………………Payment entry: 

BACS/ Cheque date: 

BACS/ Cheque No.:
 


Registered with the Charity Commission for England and Wales no. 252660
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LONDON MATHEMATICAL SOCIETY

Guidelines on expenses of Council members, members of Society committees and Society representatives on other bodies

1.
These guidelines cover those members and others attending meetings of Council, Society committee meetings and for those representing the Society on other bodies.  These are guidelines rather than a precise formula because it is not appropriate to lay down overly rigid rules.  

2.
The Society provides lunch and meets claims for: 


(i)
standard class return rail fare or Apex air fare, 


(ii)
additional meals for members travelling a long distance, and 


(iii)
hotel or sleeper for members travelling even longer distance. 

3.
Claimants should seek the most cost-effective way and timing for their travel.  On some occasions it is cheaper to claim London saver fare plus cost of hotel rather than standard return; others, on the other hand, are able to limit the claim to cheap day return fare. As a rough guide, (ii) applies if the single journey to London exceeds 2 hours, and (iii) applies if the single journey to London exceeds 4 hours.

4.
Claims based on car mileage are accepted for meetings outside London if public transport cannot reasonably be used. Such claims will normally be paid at a rate of 45p per mile. A higher rate will only be paid if there are circumstances which justify it, and if this has been agreed beforehand.

5.
First class train travel is covered for long journeys undertaken at peak hours in order to accommodate the timing of the meeting.  Claimants are asked to use their judgement in doing so as the cost is considerable.  Cases for upgrading in all other cases must be agreed in advance with the Society.

6.
The Society will contribute to additional childcare costs for members attending LMS committee meetings provided the costs have been incurred directly by attendance at the committee and would not otherwise have been incurred.  It will meet reasonable costs only, usually just the costs of additional childcare/nursery provision.  It will consider, but with no assurance that it will meet, other costs (travel, meals, etc). The claimant must provide formal confirmation of costs expended (receipt or equivalent).

7.
No expenses are paid to members of Council for meetings of the Society which are not accompanied by a Council or committee meeting unless their Office (for example that of President or Programme Secretary) requires attendance.

8.
Expenses for officers and editors cover actual expenditure incurred in performing the Office. Under this heading have been included claims for hire of car to transport books, overtime payments to secretaries, postage, telephone, etc.

9.
All claims must be accompanied by receipts or other proof of expenditure.  Where expenses involve payments of VAT (as in the case of hotels and restaurants) it is important to obtain an official receipt with tax invoice made out in the name of the Society so that it can obtain a refund of VAT from the Customs and Excise.
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