
	ANNUAL GENERAL MEETING

WEDNESDAY 15th MAY 2019
	[image: image1.png]THE ARTS
SOCIETY






Fares Pool: Claims Procedure

Representatives claim expenses from their own Society Treasurer. Then the Society Treasurer completes this form to claim reimbursement from the Arts Society.
Travel: The Arts Society will reimburse the return travel costs for a sum not exceeding the advance standard rail fare for up to two representatives per Society to attend the above meeting. 

Taxi fares and parking charges are not reimbursed.

Overnight Accommodation: Representatives who need to leave the day before in order to arrive in time for the meeting can claim overnight accommodation. Refreshments or other subsistence are not reimbursed.

In case of doubt, Society Treasurers are asked to contact the Finance and Resources Department at Arts Society House.

A receipt or ticket for each rail or airfare must be attached to the claim.

---------------------------------------------------------------------------------------------------------------
TO BE RETURNED TO: Finance and Resources Department, The Arts Society, Arts Society House, 8 Guilford Street, London WC1N 1DA Tel: 020 7430 0730, no later than 31st July 2019.This will ensure our reports are kept up to date.
SOCIETY NAME . . . . . . . . . . . . . . . . . . . . . . . . . . . . . SOCIETY NO . . . . . . .

SOCIETY REPRESENTATIVE(S) AT ANNUAL GENERAL MEETING 

Individual’s name

………………………………………….






………………………………………….


Return Fares (receipt or ticket attached)  
        ………………


Accommodation (In London max £100 per night)      ………………
(Outside London max £80 per night)
TOTAL AMOUNT
£………………  

Payment will be made by BACS to the Society’s bank account.  Please complete the section overleaf with your bank account details.
I (Society Treasurer), hereby declare that the information provided is correct and that I am including all related receipts: 

Signature of Society Treasurer:  ………………………………………
Date ……………………..

NADFAS:   A Registered Charity No 1089743, A Company Registered in the UK No.4307984
                    OSCR No. SC039240
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	Branch:
	
	
	
	
	Sort Code:
	
	
	
	
	
	

	
	
	
	
	

	Account Name:
	
	
	
	


FARES POOL GUIDELINES

The following guidelines have been drawn up to assist Societies in claiming the appropriate amount from the Fares Pool for the AGM, ADM and Volunteer Department conferences.

Administrative

1
All claims are payable to the Society and must be signed by the Society Treasurer before 
submission to Arts Society House.

2
All claims should be made on the pre-printed expense forms provided.

3
All travel and accommodation vouchers and expense dockets must be included with the claim.

4
The form overleaf gives the date by which claims must be returned.

Travel Costs

1
The Arts Society will reimburse the travel costs for a sum not exceeding the 'standard advance rail fare' for the two representatives.

            Vehicle mileage can be claimed at the prevailing Arts Society rate (40p) if the claim is supported  


by evidenced calculation showing that the 'standard advance rail fare' has not been exceeded.

2
It is appreciated that we cannot define one 'standard advance rail fare’ given the range of ticket types that are available and the variation in prices depending on the date of booking. We therefore ask that representatives take the lowest reasonable advance fare, not first or business class.

Accommodation


In certain cases, for example where representatives have to leave the day before, overnight     accommodation at the standard Arts Society rate can be claimed.  The prevailing rates are issued from time to time in the Bulletin and are currently £100 for London and £80 for outside London.  This should be arranged by writing to the Finance and Resources Department beforehand. If staying with friends or family, then you may claim under the hospitality scheme for either £35(dinner, bed and breakfast) or £25 (bed and breakfast only).
Items that cannot be claimed

1
Taxi fares

2
Car parking charges

3
Refreshments

4
Food

Air Fares


The air fare may be claimed in certain circumstances and Societies are asked to agree this with the Finance and Resources Department.


