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ASLE-UKI will repay travel and other reasonable expenses incurred while undertaking the 

association’s business, which may include travel, accommodation, postage, stationary, or any other 

expense that is strictly necessary to the running of the association. The following rules apply both to 

committee members, independent examiners, and others conducting business on behalf of the 

association. If in any doubt about this policy, please consult the treasurer in advance of making any 

bookings or other expenditure. 

1. ASLE-UKI will pay reasonable travel and accommodation expenses where it can be shown 

that the expenses were incurred while undertaking the association’s business. Applicants 

will not be ‘means tested’ or subject to questions about ability to pay.  

2. Claims should be submitted on the official form and should be supported by relevant 

documentation. Electronic submissions and scans of receipts and tickets are acceptable. 

3. Travel and accommodation should be booked as far in advance as possible to get the best 

prices. Claims should normally be made after the travel has taken place, but in exceptional 

cases, where that might cause financial hardship, the treasurer has the discretion to make 

an advance payment, subject to the agreement that the monies will be refunded should the 

travel be cancelled. 

4. ‘Reasonable travel expenses’ means travel within the UK/RoI that would not have otherwise 

taken place. Travel should reflect the actual additional travel that took place and does not 

need to be tied to a home or work address. It is understood that outward and return travel 

may not always be on the precise date of the event for which expenses are claimed (it is 

acceptable to travel to a location for an ASLE-UKI event and stay there for additional days at 

your own expense). 

5. ‘Reasonable accommodation expenses’ normally include a single overnight budget hotel stay 

if it is clear that you would not easily be able to attend the meeting or event without it. 

Claims for more than one night, and claims in excess of £100 per night, or £120 in Dublin, 

Edinburgh, or London, should be agreed with the treasurer in advance.  

6. Travel should pay regard both to good value to the association and to the environmental 

impact of the travel. Please travel by rail or bus wherever possible. Air travel should be 

avoided where possible but may be unavoidable for some trips, for example, between Great 

Britain and Ireland, the Northern Isles, or the Channel Islands, where the alternative may be 

unduly expensive or time consuming. 



7. ASLE-UKI will normally only refund second or economy class travel. Exemptions may 

exceptionally be made where there is a medical need. If you want to travel first or business 

class and you do not have a medical need, you may do so, but ASLE-UKI will only refund the 

value of a second/economy class fare. If you do this, please submit your actual ticket 

alongside a screen grab of what the second-class fare would have been. ASLE-UKI will then 

refund the second-class portion. Very occasionally, first-class fares are offered at an 

equivalent (within 5%) or lower price than second-class fares. In this situation, please book 

the first-class fare but provide evidence (a screen grab) that it was the cheaper or equivalent 

fare (within 5%). 

8. Car travel should generally be avoided but may be unavoidable in some cases where public 

transport is not available. If travelling by car, please share lifts with others if you can. Car 

milage rates are: 

• 35p/mile up to a value of £100 (286 miles).  

• If car mileage is expected to go over £100 (287 miles or more), it should be authorised 

by the treasurer and may be capped at a reasonable level equivalent to a public 

transport fare for the same journey, if available, and if the public transport fare is 

significantly cheaper than the car journey. 

9. Journeys by cycle or other human-powered vehicle will be reimbursed at the same rate as 

car journeys. 

10. Taxi rides will not normally be refunded. Exceptions will be made: 

• Where there are no viable public transport options 

• Where there is a need to transport heavy or bulky equipment 

• For medical reasons 

• For reasons of personal safety 

11. ASLE-UKI will not normally pay for meals or subsistence for individuals while travelling but 

may at the discretion of the Treasurer reimburse catering costs for events. 

12. Expenses will not normally be paid to applicants who book travel but are unable to attend 

the meeting or event or who do not undertake the business to which the claim applies. This 

rule may only be waived in the event of a genuine and unavoidable emergency. In that case, 

please contact the treasurer. 

Expenses for materials, postage, and other non-travel expenses not covered by the above should be 

made on the same expenses claim form. If claims are likely to exceed £100, please contact the 

treasurer in advance. 


