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Please enter your RSC membership number above - Your expense claim cannot be processed without it

Name (Title/Initials)
Surname

Address

Postal Code
Country

Email Address

Signature**
Date RSC Contact

(Please print Name)

BUSINESS UNIT RSC / BF / TF - Circle as appropriate DESCRIPTION 
NOMINAL CODE

PRINT NAME
MECOApr/2011

First 10,000 miles

APPROVED FOR 
PAYMENT

CLAIMANT - PLEASE COMPLETE IN BLOCK CAPITALS

DEPARTMENT CODE PRODUCT CODE

Rate
All Cars

THE ROYAL SOCIETY OF CHEMISTRY
MEMBERS EXPENSE CLAIM
(NON-UK BANK ACCOUNT)

POSTING NO.

IF YOU HAVE CHANGED YOUR ADDRESS OR 
BANK DETAILS PLEASE TICK THE BOX

** I confirm I have read the guidance notes.

RSC USE ONLY

*Claims >£250 require Director/CEO/Hon Treasurer approval
PRINT NAME

DATEDIRECTOR*

Over 10,000 miles

Meeting/Date(s) 
Attended

Flights
Rail Fares
Other Travel
Parking
Meals & Accom
Other Expenses

Rate per 
Mile

Total Claim(Please attach all receipts)

45p
25p

Curr AmountNumber of Miles



TRAVELLING AND ACCOMMODATION EXPENSES

Guidance for  members

 

Bank Name

Bank Address

SWIFT/BIC Code

ABA/Routing no

Bank Account Number

Name account is held in

Currency of Account       ______________________

Accommodation   
Members may claim the cost of accommodation and meals when away from home 
on authorised RSC business. Members are requested to minimise their expenses in 
any reasonable way, e.g. lunch would normally be expected to be a light meal.  
Members are asked to limit themselves to 4 star hotels in the UK and the 
equivalent abroad  and the guidance states that accommodation and meals will 
only be reimbursed for the period required for RSC business.

* *By signing this claim I  cer tify that the expenses in this claim are a cor rect 
record of necessary expenses incurred in the per formance of duties.  The 
expenses are in accordance with RSC policy and all receipts are attached.  
Also when using your  personal car  for  company business, you hold a valid 
dr iving licence and are legally allowed to dr ive in the UK, and your  car :
•  Complies with DVLA guidelines
•  Is regular ly serviced and roadwor thy
•  Is insured for  business use

Air travel within Europe, up to four hours’  flight time, should be by economy 
class unless health considerations or business reasons indicate that premium 
economy class would be appropriate.  Flights over four hours will be by 
economy class unless health considerations or business reasons indicate that 
premium economy or business class would be appropriate.  
Prior agreement to travel by premium economy or business class travel is 
required as follows: 
For Members by CEO or SMT Manager
For Honorary Officers and Council Members by Honorary Treasurer
There will be no first-class air travel. 
Wherever possible the environmental effect of travel should be considered. 

The Guidance below is provided to assist members of Council and 
committees when planning their travel and claiming expenses for attendance 
at meetings.  Consideration must always be given to using the most cost-
effective method of travel.  As the Society is a charity, claimants are 
expected to keep expenses to a minimum.

General   
Members are entitled to reimbursement of reasonable travel expenses to 
attend meetings of governance bodies of which they are a member, using the 
expense claim form.  Any member with a query about an expense claim 
should contact their RSC contact for the relevant committee/event or any 
SMT manager or the CEO.  Unauthorised travel expenses will not be 
reimbursed. 
Claims 
Members should where appropriate be reminded to submit expense claim 
forms within a month of the expense being incurred. All forms must be 
approved and signed by the RSC contact for the relevant committee/event.  
Forms must be accompanied by receipts (credit cards slips are not receipts). 
Paper copies of travel purchases made by internet must be provided.  
Travel 
Members are encouraged to travel by the most economic fare. Early booki ngs 
and web based services (especially for air travel and hotels) which offer less 
expensive opportunities should be used if the conditions attached to them are 
reasonable and facilitate participation in the RSC business.  Members are 
asked where possible to use second class and cheap day return or other 
concessionary rates for rail travel, taki ng advantage of opportunities of 
advance purchase and rail cards. For example, a senior citizen advance 
purchase first class fare can be cheaper than an economy ticket purchased on 
the day of travel. Otherwise first class rail travel should only be used in 
exceptional circumstances to assist with health considerations or where 
business reasons indicate that first class would be appropriate.

IBAN (compulsory for 
Europe)
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