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Guidelines for Expenses Claims 

Thank you for volunteering to become a member of one of the SVT Committees or for acting on behalf of the SVT. The following are our guidelines for re-imbursement of expenses:

SVT Members:

Travel

· Standard Class rail Fare or flights if comparable/cheaper than standard rail fare
· Where possible use advance booking
· Vehicle – 40p per mile
· Reimbursement for food will not be made on single day meetings, study days etc.
Accommodation

· Re-imbursement of Hotel Charges up to £85 outside London or £125 inside London 

Guest Speakers:

Travel

· Unfortunately we are unable to reimburse first class travel but should you wish to travel first class SVT can pay the standard fare towards the cost on production of a receipt
Accommodation

· Hotel charges will be paid up to £150 per night.  SVT are able to pay £150 towards your bill if you choose to stay somewhere more expensive on production of a receipt
In all cases claims are subject to terms and conditions and receipts must be provided with your claim.
Please forward completed claim form by email to the accountant on cloudteam@bourneandco.com and copy to SVT Treasurer treasurer@svtgbi.org.uk:


Claims should be submitted within 3 months of the expenses being incurred.
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