UNISON WEST CHESHIRE BRANCH.

EXPENSES

Expenses will be paid to Branch Officers, Stewards, and members of the Branch whilst attending approved meetings and/or conferences, or representing members as follows:-

1
TRAVEL

RAIL TRAVEL 

Rail travel will be reimbursed at the standard class rate on the production of a receipt.  Where possible use should be made of any cheap day returns, cheaper tickets or other concessionary tickets available for the journey.
1.2  
AIR TRAVEL

Air travel will be reimbursed up to a maximum of the economy class rate on production of a receipt.  Such travel will normally only be used for attendance at conferences, and must be approved by the Branch Committee prior to the purchase of tickets.
1.3  
BUS/TUBE TRAVEL

Actual cost of travel by bus or tube [where applicable] will be

reimbursed on production of a receipt.

1.4  
TAXIS

Taxi fares will be reimbursed where use is necessary and on production of a receipt.  The use of taxis should be based on a common sense approach, for example, in cases of emergency, when other public transport is not reasonably available, to avoid carrying heavy bags, where a number of people are travelling together, etc.

1.5  
CAR MILEAGE/PARKING FEES

Where a Branch Officer, Steward or member of the Branch use their own car to travel to and from meetings then the actual miles travelled will be reimbursed at the rate of 45 pence per mile [in line with Inland Revenue restrictions currently based on 45 pence per mile for the first 10,000 miles, thereafter 25 pence per mile in any one tax year].
Plus 5p per mile for each passenger travelling in the same vehicle.  

All parking fee expenses incurred will be reimbursed on production of a receipt.

2.  
SUBSISTENCE
2.1.1
OVERNIGHT STAYS
Where an overnight stay is involved accommodation will be reimbursed at the following rates and on production of a receipt:-
London [within the M25] up to a maximum of £90.

Rest of the Country up to a maximum of £75.
2.1.2  
Where an overnight stay is involved an additional allowance of £20 is payable for each 12 hour period or part thereof, calculated from the time of leaving home/normal work location to the time of return.  If meals are provided meal allowance rates are also used for deduction purposes from the allowance.
2.1.3
It is the intention of the Branch that Conference Hotel accommodation will be pre booked and paid for in advance by the Branch, to avoid individuals being required to seek reimbursement.

2.2  
DAILY SUBSISTENCE
Where no overnight stay is involved, the following subsistence allowances shall be payable:-

Breakfast [when leaving home before 7:00 a.m.] £5:45p. 

Lunch [where absence from normal place of work occurs between 12 noon and 
2 p.m.] up to £13.50.
Tea £6.50

Dinner [when returning home after 7:30 pm. and on production of a receipt] - up to £20:00p.  Dinner and tea allowances will not be paid together.
Individual meal allowance rates are also used for deduction purposes when a daily rate is paid and when a meal has been provided by UNISON or an outside body.  Please remember any meals provided should be clearly marked on the expenses claim form.

2.3
ALL-INCLUSIVE ALLOWANCES

A meeting or event is deemed all-inclusive when all accommodation and meals are proved for the duration of that meeting, course or seminar.  This does not, however, cover the periods of travelling to and from the meeting or event.

In such instances a supplementary allowance is payable at a rate of up to £10 per day.  This replaces the usual £40 daily allowance.  

3.
CHILDCARE

Where attendance at a meeting results in additional childcare having to be arranged, the actual cost of the childcare will be reimbursed up to a maximum of the adult minimum wage, currently £5:73p. per hour on production of a receipt that contains both the name and address of the carer.

4.  
MISCELLANEOUS EXPENSES.

It is the intention of the Branch to supply the necessary equipment required to adequately carry out the tasks required of Branch Officials, on behalf of UNISON members, this equipment will be subject to the agreement of the Branch Committee. 
5.  
TELEPHONE EXPENSES
Any telephone expenses claimed will require evidence/justification of expense incurred.
6.
NON-CASH GIFTS TO RECOGNISE LONG SERVICE

- length of service must be 10 years or more;


- the non-cash give must not exceed £20 for each year of service;

- the gift must be a tangible asset (such as watch or clock) and not   

  vouchers;

- the gift must be approved by the branch committee and reported to 

  the general meeting of the branch.

By following these instructions there will be no tax liability on the recipient, the branch or the union.
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