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	BSA Publications Limited

Expenses Claim Form 
	BSA Publications Ltd

Registered Office, Bailey Suite, Palatine House

Belmont Business Park

Belmont

DURHAM

DH1 1TW

Tel: + 44 (0) 191 383 0839

Fax: +44 (0) 191 383 0782

e-mail: enquiries@britsoc.org.uk
website: www.britsoc.co.uk


CLAIMANT [unless otherwise stated cheques will be made payable to the named person]

NAME: _______________________________________________________________________

ADDRESS: ____________________________________________________________________

_______________________________________
POSTCODE: _________________________
REASON FOR CLAIM

BSA PUBS MEETING/EVENT

OTHER [please give details]

Committee: _________________________

____________________________________

Date:
_____________________________
____________________________________

Venue: _____________________________

____________________________________
EXPENSES 

[please attach receipts]
Please note if a VAT receipt is not attached where appropriate, you are incurring additional taxes for the BSA which can not be claimed back. This is clearly not the best use of members’funds.

	TRAVEL
	DETAILS
	GROSS AMOUNT
	VAT
	NET AMOUNT

	From:

To:
	
	
	
	

	Rail/Air*


	
	
	
	

	Tube


	
	
	
	

	Bus


	
	
	
	

	Mileage**


	
	
	
	

	Other ***


	
	
	
	

	ACCOMMODATION***

[please give details]


	
	
	
	

	
	
	
	
	

	OTHER***

[please give details]


	
	
	
	

	TOTAL 
	
	£
	
	


Claimant’s Signature: 
________________________________________________________________

I confirm that these expenses have been incurred ‘wholly and necessarily’ in relation to the performance of BSA activities.


*/**/*** Please see notes overleaf

Registered company number 01245771. VAT registration number 416 9612 43. BSA Publications Ltd is a subsidiary of The British Sociological Association. A charity registered in England and Wales. Number 1080235. Registered office at the above address.

NOTES

* 
When attending meetings, it is expected that travel should be undertaken as inexpensively as possible and advantage taken of economy fares where available and feasible.

**
When claiming mileage, the following minute of the BSA Executive Committee (94/EC004[b]) is to be observed:


Only in situations where it is not possible to use public transport will claims for mileage be paid. When mileage is agreed, it will be paid at the current rates payable by the University of Durham. 

As at October 2007:

40p per mile for the first 60 miles of any return journey, and

22p per mile thereafter.

***
Other expenses necessarily incurred to attend a meeting may be claimed, but attention is drawn to the following statement agreed by the BSA Council:


The Association will meet all reasonable expenses that cannot be claimed from some other organisation, which have to be incurred to attend committees or carry out the business of the Association. If any particular problems arise from this they should be referred to the Treasurer in the first instance.
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