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Expenses policy for Committee members and Working Parties

Updated December 2009

PIPA is a non-profit making organisation and so will only reimburse reasonable expenses or those incurred during exceptional circumstances (for example flights during train strikes or specific cases of hardship).

Companies are expected to finance the basic expenses for Committee and Working Party members e.g. travel, meals or administrative help.  Specific situations are covered below:

[bookmark: _Toc68443593]Committee or Working Party meetings

· PIPA will pay for lunches, refreshments and room hire for meetings at external venues.  The preferred venue is the Royal Society of Medicine.
· If meeting rooms need to be booked in hotels, this expenditure must be approved by the Treasurer plus one other Committee member.

[bookmark: _Toc68443594]Conference

· PIPA will reimburse travel expenses for a site visit for the Conference and Exhibition Organisers.
· PIPA Committee members are expected to pay for their accommodation and meals from the official start to the end of the Conference.  Pre-conference expenses (pre-conference dinner, over night accommodation and breakfast) will be reimbursed for those Committee members who attend the pre-Conference meeting and who assist in helping set up the Conference.
· Since Committee members are expected to assist in running the Conference their session registration fees are waived.
· In exceptional circumstances, the entire accommodation fees for the Conference may be reimbursed.

[bookmark: _Toc68443595]PIPA meetings/Forums

· The session fees and lunch for the PIPA Meetings Co-ordinator will be waived, unless they would already be attending the meeting on their Company’s behalf.

[bookmark: _Toc68443596]Other out of pocket expenses

· Reasonable expenses for ad hoc meetings on PIPA business (e.g. attending a dinner or meeting acting as a PIPA representative).
· Gift vouchers, other gifts or prizes (for Conference, meetings, PIPELINE contributors) should be purchased by the relevant Committee or Working Party member and then reclaimed using the expenses claim form.  This is available on the PIPA website (www.pipaonline.org).
[bookmark: _Toc68443597]Approval of reimbursement

· All expenditure must be agreed in advance by a Committee member or Chair of the Working Party.  If the expenditure is over £500 this must be agreed in advance by the Treasurer and one other Executive Committee member.
· The Treasurer must be notified of all agreed expenditure and be provided with supporting documentation.
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· All out of pocket expenses should be claimed using the expenses claim form.  This is available on the PIPA website.  Receipts should be attached and where possible these should be VAT receipts.
· The completed expense form must be authorised by another Committee member or Chair of the Working Party.  Authorisation may be sent by e-mail to speed up reimbursement. It should then be sent to the Treasurer for payment. The Treasurer cannot authorise expense claim forms.

Cases of hardship

If a member of the PIPA Committee or a Working Party is not able to reclaim their PIPA related expenses through their company then they may make a claim for these costs to be reimbursed by PIPA.  Usual costs to be reimbursed would be travel costs such as mileage or rail costs and subsistence. 

· Mileage to be claimed at current inland revenue rate
· Train - second class travel
· Subsistence – up to £5 for refreshments/meals on travel per day against receipts


It is not possible for PIPA to reimburse lost salary costs when a member has to take a day’s leave to attend Committee or Working Party meetings.

Such claims should be approved by the President or Vice President.
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