UNISON - ABERDEENSHIRE BRANCH

For Treasurer’s Use Only

Cheque No.

Date Issued

EXPENSES CLAIM FORM
Name 

  Claim Date : From 


Address 



To






Designation 

	Date
	Details of Journey Meeting Attended Money Claimed
	Miles
	Rate
	Hours of Absence
	Subsistence
	Other Expenses

(Detail Overleaf if necessary)
	Total
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	Other Meetings, Conferences/Courses etc. (Please provide details of dates and venues)

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	TOTAL
	


I declare that all claims entered by me on this form, including mileage, result from expenses actually and necessarily incurred by me in the course of my duties and that any subsistence payments claimed in consequence of such expenses do not exceed the allowance approved.

Date 


Signature 



Date 


Signature 


Authorised for Payment (Branch Secretary / Branch Treasurer)

	Date
	Details of Other Expenses Claimed Overleaf
	Amount

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


Mileage and Subsistence Rates

Travel

Public transport should be used where possible, otherwise mileage will be paid at the Scottish Council agreed rate of 40p per mile.
Subsistence

Within Aberdeenshire

More than 4 hours absence but less than 8 hours
£7.00

More that 8 hours
£11.00
Outwith Aberdeenshire

	Breakfast
	
£4.00 (payable if departure before 7.30am)

	Lunch
	
£7.00

	Tea
	
£4.00 (payable if arrival home between 5.30pm and 8pm)

	Dinner
	
£15.00 (payable if arrival home after 8pm)

	24 hour allowance
	
£30.00 (where bed & breakfast is arranged and paid for- if other meals are provided, appropriate deductions will be made from claim)



	24 hour allowance

(Annual Delegate Conference Only)


	
£40.00 



	Overnight Allowance


	£75.00
(bed & breakfast - if a hotel bill exceeds £40.00 it may be reimbursed up to a maximum of £75.00 when an appropriate bill attached)



	Out of Pocket Expenses Daily Allowance (for Residential Courses where all accommodation and meals are provided)



	
£10.00 (per night)

	Out of Pocket Expenses Daily Allowance (Annual Conference Only)
	£10.00 (per day)


Carer’s Allowance

A carer’s allowance may be claimed for dependent relatives/partners where additional costs are incurred.

£32.00 for daytime care plus 20% for each additional dependant.
£16.00 for night time care plus 20% for each additional dependant.
UNISON House

7 Alford Place

Aberdeen   AB10 1YD

