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           Circular No 2009/199

17 September 2009
To:
All Non Teaching Staff Who Claim Travel and Associated Expenses

Dear Colleague

TRAVEL CLAIMS – IMPORTANT NEW ARRANGEMENTS FOR NON TEACHING STAFF
From November 2009 travel and associated expenses for non teaching staff on board business will be paid along with normal salary/wages.  This means that the payment of travel claims by separate cheque will cease.

Since travel will be integrated with salaries/wages as a single transaction it will be subject to much stricter deadlines.  The new system will necessitate an overhaul of existing arrangements for the payment of claims, affecting both claimants and payments staff.
In order that claims are processed efficiently, all claimants must adhere to the following procedures:-

· Your staff/works number must be quoted on the claim form, TSE1.  Revised forms can be obtained from the intranet under ‘Forms’ on the Home Page.  (School staff can find these forms located under ‘School Documents’ on the internet.)  Hard copies or further information can be obtained from Mary Conlon in Accounts, direct line 028 3751 2466.  
Claims which do not bear the staff/works number will be returned for completion.

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

· Claims received in Finance will be processed as quickly as possible but the inclusion of payments as part of the monthly salary process means that stringent payroll deadlines will apply.    In order to avoid any delay to payment please follow the actions quoted in the previous paragraph.
· It is essential that all outstanding travel claims be claimed up to and including the end of September and submitted early October.  In order to emphasise this important requirement any officer who authorises travel claims should personally convey this message to staff who claim travel.

Yours faithfully

P Kelly

FINANCIAL ACCOUNTANT
