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	CIEEM Expenses claim form



	 Name:
	
	E-mail address:
	

	Date of claim :
	
	Signature
	

	
	
	
	
	
	

	Receipt ref no
	Date:
	Who?/What?
	Meeting/event
	NL Code

(for internal CIEEM use)
	£

	1
	
	
	
	
	

	2
	
	
	
	
	

	3
	
	
	
	
	

	4
	
	
	
	
	

	5
	
	
	
	
	

	6
	
	
	
	
	

	7
	
	
	
	
	

	8
	
	
	
	
	

	(Append all receipts and assign them a reference number)
	Total
	

	Notes:

· CIEEM is willing to cover reasonable expenses to attend meetings - travel and subsistence - but it would be appreciated that if alternative sources of funding are available these should be used and that moderation is exercised at all times. 

· Payment will only be made against a receipt.

· Travel expenses (public transport) are payable on an economy/second class rate only.

· Claimants are expected to travel by public transport or, if they chose to use a private vehicle, the claim should be on the basis of a quote for public transport obtained at least 2 weeks in advance of travel.

· Mileage is payable at 45p per mile for cars and 24p per mile for motorcycles (but only where no practical public transport alternative is available).

· Hotel expenses are payable on a room and bed and breakfast rate only, please check first whether accommodation has been allocated by CIEEM before making your own arrangements.

· Please make your travel arrangements well in advance as the savings can be considerable.  In the unusual event of a meeting having to be changed or cancelled CIEEM will reimburse any expenditure incurred.

· CIEEM may decline or adjust payment where the costs claimed are unreasonable.
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	Date received
	
	B L Ref No:
	

	Claim approved by:
	
	
	Date:
	

	
	Name
	Signature
	
	

	Claim approved by:
	
	
	Date:
	

	
	Name
	Signature
	
	


