BRANCH CLAIM FORM FOR NATIONAL UNISON CONFERENCES
NAME OF CONFERENCE:__________________________________________________________
DATE(S) OF CONFERENCE:________________________________________________________
Branch Details:

Branch Number:______________ Branch Name:_________________________________________

Region:_______________________________ Total Branch Membership:_____________________

Branch Treasurer's Address*:________________________________________________________

______________________________________________Postcode:__________________________

Telephone No.:_____________________________Email:__________________________________

*(if the Branch Treasurer has changed within the last year please indicate here: □)

Delegate Details:

(1) Name of delegate:
Membership No.:

Departure Station/Airport
Cost of Rail/Air fare
Cost of Travel to Station/Airport
Cost of travel whilst at conference venue
Amount Claimed







(2) Name of delegate:
Membership No.:

Departure Station/Airport
Cost of Rail/Air fare
Cost of Travel to Station/Airport
Cost of travel whilst at conference venue
Amount Claimed







(3) Name of delegate:
Membership No.:

Departure Station/Airport
Cost of Rail/Air fare
Cost of Travel to Station/Airport
Cost of travel whilst at conference venue
Amount Claimed







(4) Name of delegate:
Membership No.:

Departure Station/Airport
Cost of Rail/Air fare
Cost of Travel to Station/Airport
Cost of travel whilst at conference venue
Amount Claimed










Total:


Signed:______________________________________________(Branch Treasurer/Secretary/Chair)

Dated:_______________________________________________
GUIDELINES FOR COMPLETING THE BRANCH

DELEGATES CLAIM FORM

THIS BRANCH FORM MUST BE COMPLETED AND RETURNED TO THE FINANCE DEPARTMENT NO LATER THAN THREE WEEKS BEFORE THE CONFERENCE STARTS. WE CANNOT GUARANTEE THAT PAYMENT WILL REACH YOUR BRANCH BEFORE THE CONFERENCE IF FORMS ARE RETURNED AFTER THIS POINT.

· Please complete form in BLOCK CAPITALS.

· All the information requested must be entered in its entirety as any omissions may result in a delay in processing the claim.

· Branches may only claim for approved delegates. No reimbursement will be made from National funds for shared delegates or members registered as visitors.

· Please ensure that the initial, surname and membership number of the delegate are entered on the form. If a delegate entered on the form is a late substitute for a previously registered delegate please indicate this clearly.

· Reimbursement of travel costs will be met from National Office and will be limited to the cost of a standard rail fare.  However, where possible every effort should be made to obtain the cheapest fare applicable to your journey. Both booking in advance and starting your journey in off-peak travelling hours will attract reduced fares.

· If air travel is justified by savings in cost and time to the organisation branches may claim for the relevant fares. All claims for air fares must be supported by receipts or any other reasonable proof of cost.

· Other travel costs to and from the departure and arrival station/airport will be reimbursed by reference to public transport costs.

· Branches may only claim travel costs from National funds. All other expenses are to be met from branch funds. Any branches that might suffer from financial difficulties as a result, can apply in writing to the Director of Finance (at Mabledon Place) who will consider if there is a case for additional branch funding.

The completed claim form should be returned to:


Matt Faithfull


Finance Department


Unison


1 Mabledon Place


London


WC1H 9AJ

For Finance Use Only:

Date Posted:____________________________Initials:____________


