
 

 

1 May 2019 

 

 

Dear Colleagues 

Re: Completing your Congress Expense claim form 

As there was some confusion, following a previous year’s Congress, as to what expenses 

members could claim for; we have set out below the agreed acceptable expenses and 

would urge all members to please read this letter before completing and submitting their 

expenses. 

1) If you have previously provided your bank details to UCU please leave this section 

on the claim form blank, as we already have your details on file. This section should only 

be completed, if you have changed your bank account/details or have never given them 

to us previously. 

2) Please note that travel to Congress from outside the UK will only be reimbursed in 

exceptional circumstances.  Members should obtain pre-authorisation for any such claim 

from any two out of the GS, Treasurer or President. 

3) Receipts for all claims must be submitted, please note that credit card slips are 

not acceptable as receipts. This is because under the current HMRC rules they do not 

fully itemize the expense being claimed for. Therefore please request an actual receipt 

when using a credit card to make a payment. 

4) Congress dinner, if you have opted to attend the dinner which is being held on 

Sunday 26th May 2019, please note that unless you cancel your initial request with Sue 

Bajwa (sbajwa@ucu.org.uk) by the 24th 2019, latest,  you will not be paid for claiming 

dinner eaten elsewhere.  UCU has to pay for your meal at the Congress dinner, in 

advance. The union cannot nor would it be reasonable to pay both, for the non-

attendance at the dinner and then a further claim for an evening meal on that date. 

5) Alcoholic drinks - please note that you can claim for the cost of one alcoholic 

drink with your meal. 

6) Mileage - please note that the current mileage rates are on the back on the 

attached travel claim form. 

 

 

Kind Regards 

 

Steve Sangwine 

 
Steve Sangwine 

Honorary Treasurer 
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