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Out of Pocket Expenses Policy for Governors
Governors are entitled, in accordance with this policy, to claim out of pocket expenses incurred in carrying out their responsibilities. 

1. Claims must be supported by appropriate evidence. For example, appropriate evidence might take the form of a mileage log or valid itemised receipt. A credit card slip is not acceptable as a valid receipt if it does not itemise the goods and/or services bought. 

2. Claims should normally be made within 30 days of incurring the expense, except in the case of a series of similar items, e.g. travel to/from the University. However, in all cases, expenses should be claimed within 30 days of the end of the financial year to which they relate. 
3. The University’s insurance policies do not cover governors using their own vehicles to travel to/from the University and therefore governors’ insurance policies should ensure adequate cover for such travel.

4. The University Secretary may, at their discretion, reimburse other unavoidable miscellaneous expenses incurred by an individual, depending on the particular circumstances, for example cost of dependent care; taxi and parking fees. Receipts for such expenditure must be provided.

	A. Mileage allowance
	· Car 40p per mile 

· Motorcycle 24p per mile 
· Cycle 20p per mile 

	B. Accommodation
	· London £120 / Elsewhere £85 **

OR 

· Hospitality expenses in lieu of accommodation cost based on £15 per head for dinner – maximum £60 in total ** 

OR 

· Staying with friends or relatives £50 

** Maximum amounts payable on production of receipts for expenditure incurred. Accommodation will normally be booked by the Governance & Legal Services team.

	C. Subsistence (per day)
	· Breakfast £6.50

· Lunch £9.50

· Dinner £15.00

· Other expenses £5.00
Maximum amounts payable on production of receipts for expenditure incurred. It is recognised that depending upon individual circumstances, breakfast, lunch and dinner may be taken at unconventional times of the day. However, it should be noted that claims will only be valid if made in relation to the consumption of food whilst on University business. 

	D. Rail travel
	Claims up to the price of a standard open return fare will be reimbursed on production of receipts.  Exceptionally, other rail tickets may be authorised in advance by the University Secretary.

	E. Air travel
	Governors planning to travel by air on University business should seek prior approval of the University Secretary. Air travel should normally be booked by Governance & Legal Services. 

	F. Other
	This includes fares for taxis, parking and other expenses that do not fall into the above categories.


5. This policy is made by the Board of Governors on __________ pursuant to paragraph 9 (1) of the Instrument of Government. 

MEMBERS OF THE BOARD OF GOVERNORS EXPENSES CLAIM
	NAME:

	GLS USE ONLY 

Expense claim Number: 

Supplier ID Number:

Project Code:

Account Code:



	ADDRESS: (TO WHICH REMITTANCE ADVICE WILL BE SENT)

	

	

	TELEPHONE:



	EMAIL:




MEETINGS/ACTIVITIES FOR WHICH EXPENSES CLAIMED (CONTINUE ON SEPARATE SHEET IF REQUIRED)
	
	ACTIVITY
	DATE OF ACTIVITY
	MILEAGE
	SUBSISTENCE / ACCOMODATION
	OTHER TRAVEL – INC RAIL/AIR/TAXIS/PARKING
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	SUB TOTALS
	£
	£
	£


	TOTAL
	£


	SIGNATURE:
	DATE:
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	SIGNATURE:
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Please return to governance@leedsbeckett.ac.uk or Governance & Legal Services, Leeds Beckett University, 101 Old Broadcasting House, City Campus, Leeds LS2 9EN
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