	EXECUTIVE COMMITTEE MEETINGS EXPENSES CLAIM FORM
	[image: image1.emf]
Prof Daniel McQueen

Treasurer

D.S.McQueen@ed.ac.uk
Tel: +44 131 650 3525

	Claimant’s name:
	
	

	Address:
	
	

	Your reference:
	
	

	Telephone:
	
	

	e-mail address:
	

	For EPHAR use :
	Ref
	Date
	Item
	 €


1. * All claims are subject to EPHAR’s Travel and Subsistence Expenses policy. See www.ephar.org
2. * Claims for expenses must be accompanied by receipts and submitted within 90 days of the event

3. Please scan your receipts and paste the copies into page 2 of this form 

4. Send the completed claim form as a Word attachment  to D.S.McQueen@ed.ac.uk
5. For security, you can password protect the document and email me the password separately

6. Payment will be made in Euros (€) by electronic transfer to your bank account
	Date
	EC Meeting
	Travel *
€
	Hotel*

€
	Other*

€
	Total
€

	
	
	
	
	
	

	
	Total =
	
	
	
	


	I hereby confirm that these expenses were incurred by me 
and are not being paid by any other organization
Signature (insert electronic scan) **
	Date

	
	


** If you do not wish to sign electronically, please sign the printed claim and post it to the address on page 2
	Your Account name:
	

	Your Bank’s name:
	

	Full address of bank: 
including postal/zip code
	

	IBAN:
	

	SWIFT/BIC:
	


	RECEIPTS


· Please include receipts by scanning them and pasting a copy into this claim form
· Refunds can only be made if receipts for valid expenses are provided
· The maximum expenses claim for attending a meeting is normally €1,000
· For EC meetings at which EPHAR arranged and paid for accommodation and meals, the maximum claim allowed will be reduced accordingly

· Claims submitted more than three months after the event will not be paid

· Show totals in Euros (€). For transactions in another currency, use the exchange rate on the date your payment was made
· e-mail the completed form as a Word attachment to D.S.McQueen@ed.ac.uk 

· If you cannot scan receipts, please photocopy them and post the copy, together with a completed printed claim form, to:
Prof Daniel McQueen (EPHAR), Neuroscience, University of Edinburgh, 1 George Square, 
Edinburgh, EH8 9JZ, UK

Scanned receipts:
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