South East Region

Congress Expenses Procedure

South East Regional Congress Expenses Procedure
1. Purpose
1.1 
This document sets out the procedure for Congress expenses for the South East region. All Congress expenses in this region must be processed in line with the procedure outlined below.
2. Allocation of Funds
2.1 Each branch will be allocated funds proportional to the amount of voting places it has at Congress and the size of its membership. The regional office that administers your branches finances will advise the branch of the amount of funds that they have been allocated.
2.2 Branch funds that are for the administration of the branch and its regular branch expenses cannot be used for Congress.
3. Congress Attendance Form  
3.1 All branches are required to complete this form and send it to your regional office, notifying them of how many Congress attendees will be going from your branch, their names and the intended means of travel. This form must be returned to your regional office no later than one month before Congress. A failure to submit this form may effect your Congress funding. 
4. Accommodation.
4.1 All Congress attendees will be required to make there own arrangements and book their own accommodation. 
4.2 There will be no advances for Congress accommodation booking. Attendees can either:
a. Ask their accommodation provider to invoice their regional office directly.
b. Pay for the accommodation and claim the expenses incurred retrospectively.

Congress attendees are strongly encouraged to take option (a) where possible.

4.3 All accommodation must be booked in accordance with the RCN members expenses policy and the maximum rate for a bed and breakfast claim per night (single room, including VAT) of £90 applies.

5. Travel
5.1 All Congress attendees will be required to make their own arrangements and book their own travel.

5.2 There will be no advances for travel to or from Congress. Attendees are required to book their own travel arrangements and claim the expenses retrospectively.

5.3 All travel arrangements and related expenses claims must be made in accordance with the RCN members expenses policy. Points from this policy to be aware of include:
Travel arrangements must be booked in an economical way by:

i) Planning travel well in advance wherever possible – to ensure the best prices are obtained;

ii) Planning travel with as much certainty as possible – ‘open’ tickets are expensive and should be avoided.  Cancellation charges for whatever reason are expensive and wasteful;

The expected mode of travel is public transport, unless it can be demonstrated that this is not cost effective. 
Claimants using their own vehicles on RCN business must hold a current driving licence, have the necessary insurance and the vehicle must be roadworthy.

Travel should be by the most direct route although reasonable variation will be permitted to avoid traffic congestion or roadworks.

Claimants using their own vehicles may claim the prevailing mileage allowance rate (see below). The running costs of the vehicle are taken account of in the mileage rate paid (e.g. repairs, maintenance, replacement tyres or windows, insurance and excesses) 

	
	First 10,000 business miles in the tax year
	Each business mile over 10,000 in the tax year

	Private car/van 
	40p
	25p

	Motor cycles 
	24p
	24p

	Bicycles
	20p
	20p

	*Passenger
	5p
	5p

	
	
	

	RCN Lease car
	12p
	12p


*5p per passenger per business mile for carrying fellow claimants in a car or van on journeys which are also work journeys for them. 
6. Other Expenses
6.1 There will be no advances for other Congress expenses incurred. Where applicable members can claim for expenses incurred in accordance with the RCN members expenses policy. Points of this policy to be aware of include:
The cost of breakfast, up to the approved rate (see below), will be re-imbursed if: The cost of breakfast is not included in the rate charged for overnight accommodation.


Office holders, members and volunteers may claim the cost of lunch, up to the approved rate, and this will be re-imbursed if: lunch is not otherwise available.


The cost of dinner, up to the approved rate, will be re-imbursed if: The claimant is away from home on RCN business after 8pm 

Subsistence

Breakfast




£6.00


Lunch




£6.00




Dinner



          
£18.00



The lunch and dinner allowance may be combined if both are claimable but only one meal is taken.
6.2 No claims for alcohol will be accepted.
7. Receipts  / Claiming Expenses
7.1 All claims for expenses should be made in accordance with the Claiming Process explained in the RCN members expenses policy.

7.2 All expenses claims must be supported by receipts. Congress attendees are strongly encouraged to make photocopies of receipts before submitting their claims so that in the event of receipts being lost in the post, a copy of the recite can be provided to support the claim. If a recite is lost and no copy has been made and provided the claim will not be accepted the expenses will not be paid.
8. Deadline

8.1
Congress attendees are strongly encouraged to submit their expenses claims as swiftly as possible. The deadline for submitting claims is one month after Congress. Claims received after this deadline will not be accepted.
9. RCN Members Expenses Policy
9.1 For a full copy of the RCN Members Expenses Policy, its appendixes and the claim form please visit the RCN website or click on:
http://www.rcn.org.uk/aboutus/gov/policies/expenses_policy 
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