	The British Association of Sport and Exercise Sciences (BASES) Expenses Form

	SECTION 1

	Name:

Address:

Particulars of Conference/Course/Visit/Meeting:
Location:                                                  
Dates (from/to):


	SECTION 2
	AMOUNT CLAIMED

	Accommodation details (overnight stays must be approved by the BASES office in advance)

	£

	Mode of Travel:

	Rail Fare (2nd Class only – please book in advance) Date/From/To

	£

	Car Mileage (@ 45p per mile) Date/From/To/Mileage

	£

	Car Parking/Tolls

	£

	Car Hire Fee
	£

	Car Hire Petrol
	£

	Taxis – Date/From/To (public transport should be used where possible)

	£

	Ferry Fare 
	£

	Air Fare 
	£

	Other (Please specify below)

	£

	Meals Only Allowance and Incidentals (Please specify and attach receipts)

_______x Breakfast up to £5.00 (only if you have to leave home before 7am) Dates:

_______x Lunch up to £6.00 Dates:

_______x Dinner up to £15.00 (only if arriving home after 8pm) Dates:

Total
	£

£

£

	
	£


	SECTION 3
I certify that the above expenses have been actually incurred and necessarily disbursed solely on the business of the British Association of Sport and Exercise Sciences.
Signature of Claimant:
Date:
Cheque Payable/BACS payment to:    
 (all division/committee members must give bank details to the office for payments by bank transfer)                                             


	For office use only:

	Total paid:£ 
	Cheque no/BACS:
	Nominal Code:
	Authorised:


Notes for claimants

1. As a non profit organisation BASES appreciates people seeking the cheapest form of transport. If you are claiming mileage rather than train travel then please justify the choice of transport.

2. Original receipts/tickets must be attached for all claims over £5 (claims will not be paid until the originals are received).
3. Full receipts are required – credit card slips are not sufficient. Alcohol is not allowed to be included as part of a claim.
4. Proof of payment for train tickets, parking tickets etc must be received so submit the ticket and/or the receipt of purchase. If train tickets are retained at the barriers and no proof of purchase is submitted then claims will not be reimbursed.

5. Only 2nd class rail will be reimbursed – if you choose 1st class you must pay the difference and only claim the 2nd class fare that was available at the time of booking (proof will be required).
6. Any overnight accommodation/air/ferry travel must be approved by the BASES office before booking. 

7. If you choose to stay overnight to combine business then BASES will not pay subsistence unless agreed in advance.
8. It is the claimant’s responsibility to ensure that any private car used is suitably insured and roadworthy.

9. Receipts should be attached to the claim form using a staple. They should be in date order to correspond with the details on the claim form itself.
10. BASES will endeavour to pay all claims within 2 weeks of receipt of the claim.

All claims must be received within 1 month of the cost being incurred otherwise they will not be paid.
BASES, Leeds Metropolitan University, Fairfax Hall, Beckett Park Campus, Leeds LS6 3QS Tel/Fax:  0113 8126162
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