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[bookmark: _Toc184842997]Introduction
This expenses policy covers Trustees, Council Members, Section Convenors and Speakers who are contributing to the work of LASA and outlines the general principles.  

[bookmark: _GoBack]Wherever possible we encourage individuals to seek financial support from their employer or research grant funder. Individuals who have no sources of financial support, whose employers do not support their attendance, where LASA have specifically invited them to speak or where their role requires them to be at the meeting may claim expenses as outlined in this document. 

[bookmark: _Toc184842998]Standard expenses
Guidelines regarding LASA’s standard expenses are summarised below:

1. General 
1.1. LASA expense payments do not cover sundry costs (e.g. meals, gala event).
1.2. Costs of partners/companions accompanying the claimant to the meeting are not covered, the exception is where an essential companion is needed to accompany the claimant, and this should be highlighted and discussed at the time.
1.3. All expenses should be claimed using the expenses form (available from LASA secretariat), with receipts for costs incurred and sent to the LASA Secretariat (info@lasa.co.uk) for processing after approval by the LASA Treasurer.
2. Registration Fees
2.1. A waiver of the registration fee for one day meetings.  For longer meetings the registration fee may be waived on the next day or for the whole meeting in circumstances where an individual has stayed overnight, and this has been agreed by the Trustees in advance.    
3. [bookmark: _Ref184842912]Travel Expenses
3.1. We encourage sustainable travel (e.g. rail) wherever possible.  
3.2. Travel should also be cost effective e.g. standard/advance/off peak train travel. 
3.3. Unless agreed in advance travel costs may only be obtained at the lowest available public transport cost.  
3.4. All these considerations should be considered before driving - it may be cheaper to drive where several delegates are sharing a car.
3.5. When company vehicles are used, only fuel costs may be claimed. 
4. Accommodation
4.1. One night of accommodation for meetings that are longer than one day and where required.  Please note as a guide LASA works to a limit of £150/night.  
4.2. In exceptional circumstances accommodation may be reimbursed for one day meetings where it is impossible for the claimant to travel there and back on the same day. This must be agreed in advance.
5. Exceptions
5.1. The LASA Trustees reserve the right to award expenses beyond those outlined under standard expenses in exceptional circumstances and where the rationale has been provided to and agreed by the Trustees in advance.



[bookmark: _Toc184842999]Examples of Expense Types
[bookmark: _Toc184843000]Trustees and Council members attending LASA Council meetings
LASA council members play an important role in facilitating LASA to deliver its charitable aims.  LASA Council oversees the operation of LASA and its funds. Therefore, the Trustees and Council Members are expected to attend LASA council meetings of which a number are online. However, some meetings are held in person and travel expenses will be reimbursed where there is no support from an employer for these costs.  Reimbursement will be subject to confirmation of attendance of the individual at the meeting.

[bookmark: _Toc184843001]Trustees and Council Members attending the LASA Annual General Meeting (AGM)
The Trustees/Officers are expected to attend the AGM to present their annual reports to the members of the Association in respect of their roles as:
· President
· Meetings Secretary 
· Chair of the Scientific Programme
· Treasurer

It would also be desirable for other members of Council to attend the AGM, if possible.

Reimbursement of such expenses will be subject to confirmation of the claimant’s signature on the register of attendance, which is circulated at the AGM

[bookmark: _Toc184843002]Speakers
Speakers at LASA events make essential contributions to both section meetings and annual meetings as well as other activities such as workshops. These events help to enable LASA to deliver its charitable aims and objectives. It is essential that speakers are reimbursed for costs incurred where they are unable to be funded by other means – the reimbursement schedule is summarised in Table 1. 

[bookmark: _Ref184842531]Table 1 – Expenses policy by meeting type for speakers 
	Meeting type
	Scope

	One day meeting
	Up to 8 speakers’ expenses can be covered.  Section convenors should consider how this might be split where there are parallel sessions.

	Half day meeting
	Up to 4 speakers’ expenses can be covered

	Annual meeting
	Up to 12 speakers across the day.  This should be co-ordinated via the Scientific Chair as this may be split where there are parallel sessions.



Those organising meetings should be aware of the limits above when deciding on speakers and should consider these expenses in the meeting planning and costs.

[bookmark: _Toc184843003]Section convenors
Section convenors make essential contributions to both section meetings and the annual meeting and often at as chairs of the section meetings or chairs of their sessions at the annual meeting.  These events help to enable LASA to deliver its charitable aims and objectives.  

Typically, LASA will pay expenses for one convenor to act as a chair for a one-day meeting or part of the annual meeting – see Table 2.  Each section should decide who of the convenors might be eligible to claim expenses.

[bookmark: _Ref184842757]Table 2 - Expenses policy by meeting type for section convenors
	Meeting type
	Scope

	One day meeting
	Expenses for one convenor to act as chair. 

	Annual meeting
	Expenses for one convenor per session. 



[bookmark: _Toc184843004]Roles required to attend the full annual meeting.
There are certain roles that will be required to attend the full length of an annual meeting in order to ensure that the meeting runs effectively and that the event enables LASA to deliver its charitable aims and objectives.  Without these roles in attendance the event would not be able to run effectively.  
These roles include
· The chair of the scientific programme committee
· A member of the communications team
· The President

Where the employer support is not available expenses can be reimbursed for the full meeting registration, standard travel and accommodation for up to two nights. 

[bookmark: _Toc184843005]Representing LASA at other meetings
Where an individual is being asked to represent LASA at another meeting (e.g. IAT conference, regulatory stakeholder meetings) expenses may be claimed by a single agreed representative.  For short in person meetings (e.g. regulatory stakeholder meetings) travel expenses as outlined in 2 (p.1) can be claimed.
For any other meeting, e.g. IAT congress, the scope will be agreed in advance with the Trustees. 

[bookmark: _Toc184843006]Other types of expense
Gifts for those who contributed significantly to LASA’s mission: this approach includes gifts to trustees who are retiring or leaving to take up another post, usually involving a small thank you gifts.
On occasions the Trustees may provide small gifts or cover the cost of an event meal for key speakers.
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