South Yorkshire Area Association of the CSSC

Expenses Policy 2nd Rev - 12th May 2008
1. Introduction

South Yorkshire Area Association of the CSSC (SY AA) was formally set up in May 2007. As a new branch, we seek to encourage our members to enjoy the wide range of CSSC activities. To assist this aim, we have set out some basic principles for claiming financial assistance.

This policy was reviewed at our General Meeting on 8 April 2008, and will be reviewed annually. 
2. General rules

SY AA will consider claims for expenses from people that: 

a) Work within the South Yorkshire boundaries and
b) Are CSSC members at the time of the event(s)*

Financial assistance will be considered for those attending:

a) Regional qualifying competitions hosted by Yorkshire and Humber CSSC

b) ‘Open’ CSSC competitions - nationwide

c) Other social and/or non-competitive events 

3. Claims guidance

Members must approach the SY AA Committee before attending events, to check whether they are eligible to claim a subsidy. Arrangements for the event, plus means of travel, should be discussed and agreed in advance.

Applicants must make every effort to ensure that their travel and accommodation arrangements are cost-effective, in the same way that they would for business travel. 

When necessary, participants are expected to provide proof of expenditure to support their claim(s) and requests for assistance should be submitted no later than three months after the event in question.
The official CSSC Expenses Claim form should be used to record details of your claim.  An electronic copy of this form is attached. 
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4. Processing of claims

The South Yorkshire CSSC AA Treasurer will look at new claims once per month. Payment of expenses will be made by cheque.

5. Allowances

SY AA policy is to help members with costs towards both competitive and ‘fun’ activities.  We would expect participants to choose the most cost effective method of travel and wherever possible share journey’s or review the cost of mini bus hire.  

When a member chooses to use their own car, SY CSSC will offer a mileage rate of 25 pence per mile plus 5 pence a mile for one or more passengers. 
The levels of support are as follows:

Non-competitive events

A subsidy of 30% off the standard price will be applied, where Sheffield CSSC have arranged the event.  Typically this will be concerts, theatres or general trips.  We may consider discounting a further 30% off National & Regional CSSC events and travel costs, subject to the advanced approval of the committee.
Regional Qualifiers

SY AA will meet the full costs of competitors’ entry fees and travel 

‘Open’ Competitions

For ‘one-off’ events such as these, members may claim 50% of their entry fees and accommodation expenses. 50 % of travel costs will be considered for a single team or individual entry.  
Where more than one team or individual wishes to attend an open competition, the committee would expect a play off at area level. The winner(s) would receive 50% of the financial costs of attending the event. 
NB: this would not stop the unsuccessful individual / team attending the event; however they would not receive subsistence and travel expenses.

National Finals

Head Office handles all claims for National events. 

*Membership will be verified 
_1275135840.doc
South Yorkshire CSSC Expenses Claim Form


		1. Personal Details (please use BLOCK CAPITALS)



		Name:

		Office:



		Home Address:

		Office Telephone No:



		

		Email address



		

		Staff Number



		Postcode: 

		CSSC Membership No:





		2. Reason For Claim (Claim must be made within 3 months of the event)



		Date

		Venue/Location

		Reason/Event



		

		

		



		

		

		





		3. Official Passengers Yes/No



		Name

		Membership No.

		Office/Location

		Home Address/Pick Up Point



		

		

		

		



		

		

		

		



		

		

		

		



		

		

		

		





		4. Details of Journey 



		Date

		From*

		To*

		Method of Transport

		Actual Mileage

		Passenger Miles

		Actual Fares Paid

		Other Expenses

		Explanations (where necessary)



		

		

		

		

		

		

		

		

		



		

		

		

		

		

		

		

		

		



		

		

		

		

		

		

		

		

		



		

		

		

		

		

		

		

		

		



		

		

		

		

		

		

		

		

		



		

		

		

		

		

		

		

		

		



		

		

		

		

		

		

		

		

		



		

		

		

		

		

		

		

		

		



		

		

		

		

		

		

		

		

		



		

		TOTALS

		

		

		

		

		

		TOTAL SUM NOW CLAIMED


£



		

		X rate(s) per mile

		0.25

		0.05

		

		

		



		*State “Home” or “Office” if appropriate

		£

		£

		£

		£

		





** TAXIS WILL NOT BE PAID UNLESS PRIOR APPROVAL HAS BEEN OBTAINED FROM THE CSSC COMMITTEE








		HAVE YOU ATTACHED ALL RECEIPTS?





		6. Declaration



		I declare that



		* I am a current member of South Yorkshire CSSC Area Association



		* I have travelled and/or incurred the expenses described above solely in connection with the event(s) specified



		* I am not eligible to receive these expenses (in part or full) from any other body or organisation



		* The passenger(s) who travelled with me qualifies for reimbursement under South Yorkshire CSSC rules





		I have read and have completed my claim in accordance with the instructions given 





		Signed



		Date



		



		

		



		



		Please return form to:



		Craig Ingham

		Risk Assurance Division

		

		



		

		Level 5, Mayfield Court

		

		



		

		56 West Street

		

		



		

		Sheffield S1 4EP

		

		





		7. Certification



		I confirm that the person(s) named overleaf/above was/were in attendance at the event(s) detailed on this form. An arithmetical calculation of miles x mileage rates have been made and all the columns add up


Signed:


Name (BLOCK CAPITALS)


Position Held


Date






