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Circular No: 2012/012 

18 January 2012

To:
All  Teaching Staff Who Claim Travel and Associated Expenses

Dear Colleague

TRAVEL CLAIMS – IMPORTANT NEW ARRANGEMENTS FOR TEACHING STAFF
The implementation of the DE payroll system is nearing completion with the final stage being the transfer of teachers’ travel and subsistence payments unto the new system (Resourcelink).
Therefore, with immediate effect the arrangements for the payment of travel and associated expenses for teaching staff incurred on school or Board business will change. All travel claims will now be paid directly into individual’s bank accounts as part of their monthly salary payment. Travel expenses will be detailed separately on the individual’s monthly payslip received from the Department of Education.  This means that the payment of travel claims by separate cheque will cease, however claims should continue to be sent to Board Headquarters as normal.
Board staff will continue to process all travel claims but because the payments are now being made by DE as part of their monthly salary routines we are subject to DE processing deadlines. This will result in travel claims being paid one month in arrears, so travel incurred in December and claimed in January will now be paid as part of the February salary payment (see below). A cheque payment will not be issued for December claims. I apologise for this inconvenience which is outside of our control. .
In order that claims are processed efficiently, all claimants must adhere to the following procedures:-

· Staff number, National Insurance number, car registration number, make and cc of car must be quoted on the claim form, TS17.  Revised forms can be obtained from the internet under ‘School Documents’.  Hard copies or further information can be obtained from Mary Conlon in Accounts, direct line 028 3751 2466.  Claims which do not record these details will be returned for completion.

· Claims must be submitted monthly and as soon as possible after the month end.  Authorising officers must process and forward claims promptly.

· Claims received in Board headquarters will be processed as quickly as possible but the inclusion of travel payments as part of the monthly salary process means that DE payroll deadlines will apply.  In order to avoid any delay to payment please ensure that claims are received in Board headquarters by the 3rd Friday of each month to enable payment to be made in the following month. Claims received after this date cannot be guaranteed for payment in the following month.
All travel claims processed on the DE Resourcelink system will be paid at the new rate of 45p per mile, which is an increase of 5p on the current rate. The increase will be applied retrospectively from 1 April 2011.  All staff who are entitled to arrears for the period 1 April 2011 to 31 December 2011 will receive payment in due course once the necessary approvals have been received from the Department of Education.

If you require any further clarification please contact either:

· Mrs Kay Wilkinson (Accounts Officer), on telephone (028) 3751 2569 or by email kay.wilkinson@selb.org
· Mrs Mary Conlon (Team Leader) on telephone (028) 3751 2466 or by email mary.conlon@selb.org
Yours faithfully

Gail Flavell
DEPUTY CHIEF FINANCE OFFICER
