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Governors are entitled, in accordance the University’s Instrument of Government and Financial Regulations, to claim out of pocket expenses incurred in carrying out their responsibilities. 
The following guidance for governors on claiming out of pocket expenses is based on the University’s Travel and Expense Policy for staff. As noted in the Policy, the University uses a preferred Travel Management Company (TMC) and where possible, governors should contact Governance Services to book travel and accommodation to achieve value for money on their behalf. 
1. To claim out of pocket expenses, governors should email a completed claim form (appended to this guidance) to Governance Services. Word document format is preferred for processing.

2. All expense claims must be supported by appropriate evidence, for example, a mileage log, vouchers, a valid itemised receipt or equivalent (a  credit card slip is only acceptable if it itemises the goods/ services purchased. 
3. Expense claims that are over six months after the date the expense was incurred will only be accepted in exceptional circumstances No predated expenses can be claimed.
4. The University’s insurance policies do not cover governors using their own vehicles to travel to/from the University and therefore governors should ensure their insurance policies provide adequate cover for such travel.

5. The Registrar & Secretary may, at their discretion, reimburse other miscellaneous expenses incurred by an individual in addition to those listed at section 6 of the Travel and Expense Policy for staff, for example cost of dependent care; taxi and parking fees, subject to appropriate evidence of expenditure. 
MEMBERS OF THE BOARD OF GOVERNORS EXPENSES CLAIM
	NAME:

	GS USE ONLY 

Expense claim Number: 

Supplier ID Number:

Project Code:


	ADDRESS: (TO WHICH REMITTANCE ADVICE WILL BE SENT)


	TELEPHONE:



	EMAIL:




MEETINGS/ACTIVITIES FOR WHICH EXPENSES CLAIMED ( INSERT ADDITIONAL ROWS TO THE TABLE BELOW IF REQUIRED)
	
	ACTIVITY
	DATE OF ACTIVITY
	MILEAGE (21202)
	SUBSISTENCE (21201) 
	TAXIS (21200)
	ACCOMODATION & OTHER TRAVEL – INC RAIL/ AIR/TAXIS/PARKING (21204)
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	2
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	4


	
	
	
	
	
	

	5


	
	
	
	
	
	

	SUB TOTALS
	£
	£
	
	£


	TOTAL
	£


	SIGNATURE:
	DATE:



	FOR GS USE ONLY

	AUTHORISED
	NAME:


	SIGNATURE:

	DATE:
	


Please return to governance@leedsbeckett.ac.uk 
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