
 
EAST RENFREWSHIRE COUNCIL 

 
28 JUNE 2017 

 
Report by Deputy Chief Executive 

 
SCHEME OF REMUNERATION AND EXPENSES 

 
 
 

PURPOSE OF REPORT 
 
1. To seek approval of the Council’s Scheme for Members’ Remuneration and 
Expenses. 
 
 
RECOMMENDATION 
 
2. That the Scheme of Members Remuneration and Expenses for 2017/18 be 
approved. 
 
 
BACKGROUND 
 
3. In accordance with the relevant legislation, the Council has in place a scheme for 
Members’ Remuneration and Expenses. 
 
4. The Scheme provides details of the levels of basic salary payable to all councillors, 
and the increased salaries payable to the Leader and the Civic Head (Provost) these 
amounts being prescribed in legislation. The Scheme also provides details of those positions 
in the Council identified as being “Senior Councillor” positions for the purposes of the 
Regulations, and the levels of salary to be paid to each postholder. 
 
5. In addition, the Scheme provides details of those other categories in respect of which 
Elected Members are entitled to claim expenses, such as the performance of approved 
duties, travelling expenses, and subsistence allowances. 
 
 
Internal Audit Report 
 
6. The Chief Internal Auditor recently conducted an investigation into the former 
Scheme. The investigation highlighted a number of areas where the Scheme was not 
sufficiently clear and made a number of recommendations regarding ways in which the 
Scheme could be made more robust. These included:- 
 

• amending the expenses form to make it clearer what category of approved duty 
expenses being claimed fell into;  

• more closely aligning the Scheme to Scottish Government guidance to provide 
better clarification to members on what can be claimed, including how mileage 
should be calculated and how much mileage (if any) can be claimed for journeys to 
or from a member’s place of work.  

• rewording the Scheme to clarify when the use of taxis by Members was acceptable.  
 

7. The audit report also recommended the introduction of a number of other procedural 
matters which whilst not specified in the new Scheme will be introduced to support it. 
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8. A copy of the new Scheme is attached (Appendix 1). In relation to the 
recommendations made by the Chief Internal Auditor, the list of approved duties in respect 
of which Members are entitled to claim expenses has been reviewed. Each category of 
activity has been allocated a letter (A, B, C etc) and the expenses form has been amended 
to require the category of duty to be included when details of an activity are being recorded. 
The Scheme has also been amended to reflect the Scottish Government guidance on 
mileage and to clarify when the use of taxis is acceptable and the process by which taxis 
should be booked and paid for. 
 
 
9. Furthermore, the Scheme also reflects that fact that the Council has reduced the 
number of Special Councillor from 9 to 8. 
 
10. Once approved, copies of the Scheme will be provided to all Councillors along with 
additional guidance to assist them to comply with the requirements of the new Scheme. 
 
 
RECOMMENDATION 
 
11. That the Scheme of Members Remuneration and Expenses for 2017/18 be 
approved. 
 
 
 
 
 
 
Local Government (Access to Information) Act 1985 
Background Papers - None 
Report Author:  Eamonn Daly, Democratic Services Manager 577 3023 
 
e-mail:- eamonn.daly@eastrenfrewshire.gov.uk 
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GUIDANCE NOTES 
 
1. Members are responsible for completing their own expenses claim forms and for signing the 

declaration on each form that the expenses have been necessarily incurred for the performance 
of eligible approved duties. Members should, as far as possible, also ensure that cost 
implications are considered in decisions regarding expenses to be incurred and should 
where possible adopt the most cost effective mode of transport. 

 
2. All travel, subsistence and telephone call claim forms must be submitted to the Members 

Services Section who will be responsible for checking that they have been properly completed.  
Members Services will sign the form in the box provided as evidence that the check has been 
carried out.   

 
3. Travel and subsistence claims must include the following:   
 

Date for which expense is claimed  
Time of departure /arrival.  
Detailed description of approved duty (including category).  
Expense items / Journey details (including journey start and finish details).  
Receipts for expenditure incurred.   

 
4. Claims for travelling and subsistence in respect of conferences must be claimed on the 

conferences claim form which should then be submitted to Members Services.  
 
5. Advances for conferences etc. can only be made up to seven days before departure and must be 

signed by the Member and an authorised signatory in Members Services.   
 
6. When an advance has been made in respect of a conference a final claim form should be 

submitted as soon as possible thereafter.  Advances will be recovered from the earlier occurring 
of next salary payment due or any subsequent payment in anticipation of which the advance was 
given.   

 
7. Sample claim forms are appended to this Scheme for information.  Actual forms are available 

from Members Services.   
 
8. Expense Claims Timetable/… 
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8. Expense Claims Timetable 
 

To be Submitted to  
Members Services by 

 

 Pay Date Friday 

07.04.17  21.04.17 
05.05.17  19.05.17 
02.06.17  16.06.17 
07.07.17  21.07.17 
04.08.17  18.08.17 
01.09.17  15.09.17 
06.10.17  20.10.17 
03.11.17  17.11.17 
01.12.17  15.12.17 
05.01.18  19.01.18 
02.02.18  16.02.18 
02.03.18  16.03.18 
06.04.18  20.04.18 

 
 
 Expenses forms should be submitted to Members Services by the dates shown above in order for 

any expenses being claimed to be included in salary payments made on the corresponding Pay 
Date Friday.  Claims must be fully completed, signed and dated. Incomplete/inaccurate forms will 
be returned to Elected Members which may result in a delay in expenses being reimbursed It is 
important that expenses claim forms are returned timeously so that expenses can be recorded in 
the correct period.   
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PAYMENT OF MEMBERS’ SALARIES 
 
 
 
Basic Salary 
 
Each Member of the Council will receive a basic salary of £16,927 per annum, with effect from 5 May 
2017.  Payment of salary will be made on the third Friday of each month by a monthly payment of 
£1,410.57 subject to normal Income Tax, National Insurance and Pension Contribution deductions.   
 
 
Senior Councillors 
 
In terms of the 2007 Regulations the Council has resolved to pay Senior Councillor Salaries to Members 
with special responsibilities.  These Salaries will be paid under the same arrangements as basic salaries, 
to take effect from 24 May 2017. 
 
 
 ANNUAL SALARY         MONTHLY PAYMENT 
 £ £ 
 
Leader of the Council 28,213 2,351.11 
 
Provost                                          21,160                             1,763.35 
   
  
Deputy Provost 21,160 1,763.35 
Convener for Community Services 21,160 1,763.35 
and Community Safety 
Convener for Education and Equalities 21,160 1,763.35 
Convener for Environment 21,160 1,763.35 
Convener for Housing and Maintenance  21,160 1,763.35 
Services 
Chair of Audit and Scrutiny Committee 21,160 1,763.35 
Chair of Planning Applications Committee/LRB  21,160 1,763.35 
Chair of Licensing Committee 21,160 1,763.35 
 
 
Payment of Salaries 
 
Payment of salaries will be made automatically monthly into each Member’s bank account on the third 
Friday of each month.   
 
If a Member leaves office as a Councillor or ceases to be entitled to a Senior Councillor Salary, the 
payment due will be calculated on a daily basis from date of appointment to the date of demitting office.  
In such circumstances any overpayment will require to be repaid by the Member.   
 
Prior to election, salaries will be calculated on a daily basis up to the appointed date.   
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APPROVED DUTIES 

 
Travel and subsistence expenses may be claimed for approved duties. The list below provides 
details of all duties in respect of which claims can be submitted. When completing a claim form 
Members should include the category of the approved duty as listed below (A, B, C etc) as well 
as providing full details of the approved duty. 
 
 Attending or Undertaking:-  
 
A. Meetings of Council, Cabinet and Committees.   
 
 
B. Conference meetings or seminars etc. as approved representative of Council.   
 
 
C. Meetings organised to inform members of any development or to assist members with personal 

development wherever held.   
 
 
D. Political group meetings of the Council held within the East Renfrewshire area.   
 
 
E. Meetings with officers of the Council.   
 
 
F. Members’ surgeries.   
 
 
G. Community Councils and Parent Councils.   
 
 
H. Duties as officer of political group.   
 
 
I. Duties as Convener, or Committee Chair/Vice-Chair.   
 
 
J. Functions required as Leader or Deputy Leader of Administration.   
 
 
K. Attendance at meetings of partner bodies as approved representative of Council.   
 
 
L. Attendance at meeting of partner bodies to which the Councillor has been appointed by virtue of    
            their position as councillor.                                                                                                                 
 
 
M.       Duties undertaken as a ward representative. 
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TRAVELLING EXPENSES 
 
Where it is reasonable to do so, Members should use public transport in the conduct of their duties. 
However where public transport is not reasonably available, alternative forms of transport (e.g. private 
vehicle) can be used. In cases where alternative transport is used which is more expensive than 
the cost of travelling by public transport, the cost of travelling by public transport can be 
reclaimed although as no receipts or tickets can be provided this will be subject to tax. In the 
event that travelling by alternative transport is cheaper than the cost of travelling by public 
transport, the lower rate can be reclaimed.  
 
 
Public Transport – Reimbursement of Costs 
 
Members may travel standard class by public transport, the cost of which will be reimbursed on 
production of a ticket except in the case of travel by air, where not more than the cost of the economy 
fare or any available cheap fare for travel by regular air service will be reimbursed, on production of a 
ticket.  In cases of urgency where no such air service is available then the actual fare paid by the 
Member will be reimbursed on production of a ticket.   
 
The production of tickets is required for all modes of public transport in order that appropriate supporting 
documentation can be produced to HMRC which may be demanded under current legislation.  In the 
event Members are unable to produce tickets or receipts for any journey made on public transport, any 
amounts claimed will be subject to tax.   
 
 
ZoneCard 
 
Members who do not claim car mileage allowance, may at the Council’s cost apply for a ZoneCard, 
details of which may be obtained from Members Services .  The ZoneCard will cover journeys from their 
house or place of work to the Council’s Headquarters by public transport and will as far as possible cover 
journeys within their wards.   
 
Any Member in receipt of a ZoneCard from the Council will have details of this benefit submitted to 
HMRC at the end of each tax year.  Tax may be levied on this benefit by HMRC.   
 
Rail Cards 
 
Members will be able to claim the cost of rail cards purchased by them to allow them to obtain reduced 
fares when on Council business. Details of the card and the business details should be sent to Members 
Services to allow discounts to be obtained when tickets are booked. 
 
Any member in receipt of a rail card reclaimed from the Council will have the details of this benefit 
submitted to HMRC at the end of the tax year. Tax may be levied on this benefit by HMRC. 
 
 
Mileage Allowances 
 
For the purposes of calculating claims, a councillor’s normal place of residence is regarded as their 
normal place of work, so expenses associated with travel from home to the Council HQ, and other 
locations to conduct council business, may be claimed back. Where a councillor travels on council 
business from their place of employment or business (which is not Council related) they may be 
reimbursed for the cost of the journey. However, if the cost of making this journey would have been 
lower had it started from the councillor’s home, then that lower cost is the maximum amount that will be 
reimbursed.  
 
For example if the distance from a councillor’s home to council offices is 5 miles and from a 
councillor’s business to council offices is 10 miles, a maximum of 5 miles may be claimed and 
reimbursed.  
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In the event a Member attends a meeting which requires them to travel from and return to their place 
of employment or business, and their place of employment or business is further away than their home, 
the actual mileage travelled can be claimed. If a councillor does not return to work after the meeting only 
the mileage from home to the council office can be claimed. 
 
For example if the distance from a councillor’s home to council offices is 5 miles and from a 
councillor’s business to council offices is 10 miles, and the councillor leaves from their business 
to attend a meeting and returns there after the meeting, they are able to claim the total mileage 
(20 miles – 2 x 10 miles). If the councillor does not return to their work after the meeting but 
instead goes home then the lower mileage can be claimed (10 miles – 2 x 5 miles). 
 
Under the Regulations, the following mileage rates apply. 
 
car - 45 pence per mile  
passenger (approved duty) -                         5 pence per mile 
motorcycle  - 24 pence per mile  
bicycle - 20 pence per mile.   
 
When claiming mileage expenses the claim should be based on the shortest route between the 
start and end points of the journey regardless of the actual route taken. 
 
Other Travelling Expenditure 
 
The rates specified for car mileage may be increased by the amount of any expenditure incurred by 
tolls, ferries or parking fees.   
No reimbursement will be made for the above costs unless receipts are produced. 
The Council will not be responsible for any parking fines incurred.   

 
 
Travel by Taxi or Private Hire Car 
 
Taxis or private hire cars should only be used in exceptional circumstances when no other public 
transport is reasonably available. 
 
Taxi or private hire car journeys should be booked through Members Services who will make the booking 
on behalf of the Member. When making a taxi booking request, Members will need to complete a Taxi 
Request Form. This form requires the member to provide details of the journey, its purpose and to 
confirm that there was no other reasonable travel option available,  
 
When taxis or private hire cars are pre-booked they will be paid on account and there will be no need for 
the Member making the journey to include the journey details and costs on any expenses claims form. 
However the details will be included in the annual summary of Members’ Expenses.  
 
In the event that a taxi or private hire car journey is required which cannot be booked through Members 
Services, the journey cannot be made on account and the cost of the journey will need to be paid for by 
the Member making the journey. In claiming for the cost of the journey, the Member concerned will be 
required to confirm that the reason for the journey was either due to urgency or that public transport was 
not reasonably available. If these conditions are not met, the Member concerned will be required to 
repay the excess over the public transport cost.  
 
The rate for travel by taxi or private hire car shall not exceed:-  
 

In the case of urgency or where no public transport is reasonably available the amount of actual 
receipted fare.  
In any other case the amount of fare for travel by appropriate public transport. 
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Travel by Other Hired Motor Vehicle 
 
The rate for travel by a hired motor vehicle other than a taxi or private hire car shall not exceed the lower 
of:-  
 

The car mileage rate as stated above being the rate which would have been applicable had the 
vehicle belonged to the Member who hired it.   
The cost of hiring a vehicle of less than 1200cc  
In order to reclaim reimbursement the Member must provide an appropriate VAT receipt.  

 
 
Travel by Council Car 
 
Members should be aware that the Council is required to record and publish as part of the annual 
members’ expenses exercise costs relating to the use of chauffer driven cars. This will include costs 
incurred on such journeys by Provost, Deputy Provost and other Councillors being conveyed in the 
Council car.
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SUBSISTENCE 

 
Entitlement 
 
Any Member is entitled to payment of subsistence claims where expenses are necessarily incurred 
and for which appropriate receipts are produced in carrying out approved duties which require 
continuous time involvements shown below.   
 
 
Rates 
 
These payments may not exceed maximum rates prescribed by Scottish Ministers.   
 
MAXIMUM ALLOWANCE AMOUNT HOURS AWAY 

FROM HOME 
PERIOD THAT MUST BE INCLUDED 

 £ 
 

  

Breakfast 8.00 3 No overnight subsistence.  
    
Lunch 12.00 4 12 Noon to 2p.m.  
    
Dinner 25.00 4  
    
Overnight stay with friends or 
family 

25.00 24 Continuous absence which includes 
overnight stay. 

    
Overnight Stay 110.00 24 Continuous absence which includes  
   overnight stay.   
    
    
Overnight stay London 131.00 24 Continuous absence which includes  
   overnight stay.   
 
 
Exclusions 
 
(i) In the case of breakfast, lunch and dinner no reimbursement can be claimed when a meal has 

been provided free of charge.   
 
(ii) In the case of an overnight stay the sum reimbursed shall be reduced in respect of any meal or 

accommodation provided free of charge.   
   
 
(iii) Where the Council books a conference which includes accommodation and subsistence no 

additional sums may be claimed by Members. 
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TELEPHONE EXPENSES 

 
 
   
 
Telephone and Broadband Connections 
 
Members can be supplied with telephone/internet facilities at home which are installed and paid for by 
the Council to facilitate access to the internet.  This telephone/internet facility should only be used 
for Council business, and Members will be asked to sign an undertaking to that effect.  Where this 
facility is provided no further telephone allowance is payable.  Bills for this service are sent directly to the 
Council where Members Services are responsible for checking them for content before authorising 
payment. Members Services will provide copy bills for Members to retain and verify that calls billed were 
for business. 
 
Some Members have chosen to use their own personal broadband connection for Council business and 
as the Council has made a cost effective solution available, Members are not expected to claim for 
business use of this equipment.  
 
 
Mobile Telephones 
 
Members can be supplied with mobile telephones/tablets/laptops by the Council.  The use of these 
devices is controlled by the Council’s mobile phone policy. Members Services are responsible for 
accessing the bills and checking them for content. Members Services will provide advice to support 
Members to access the Billing Manager system operated by the Council’s mobile phone provider. This 
system provides fully itemised records to allow Members to identify any personal calls and to reimburse 
the Council for their cost. The letter of undertaking issued by Members Services will also cover the use 
of mobile telephones/tablets/laptops. 
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CONFERENCES AND TRAVEL ABROAD 
 
 
Conferences 
 
Attendance at conferences requires to be approved in advance by the Director of Corporate and 
Community Resources or Head of Democratic and Partnership Services in consultation with the Leader 
of the Council.   
 
Conferences have to be accounted for separately and accordingly there is a special conferences claim 
form.   
 
In respect of conferences within the UK Members will be reimbursed according to normal rates for 
travelling and subsistence which will be subject to provision of appropriate receipts.   
 
When the Council books overnight accommodation this should be at or below the Members’ overnight 
allowance rate.   
 
When the Council books a conference which includes accommodation and subsistence no additional 
sums may be claimed by Members.  
 
 
Travel Abroad 
 
In respect of travel outwith the UK, travelling expenses for the most appropriate form of transport and 
subsistence will be reimbursed provided details and receipts are produced.   
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INCOME TAX AND NATIONAL INSURANCE  

 
 
 
Income Tax and National Insurance 
 
Normal Income Tax and National Insurance rules are applied to salary payments, travel claims and 
telephone rental allowance.   
 
 
Tax Relief 
 
Members may wish to claim tax relief in respect of expenses which are not reimbursed by the Council 
e.g. expenses in connection with constituency work.  Details of these expenses should be submitted 
normally at the end of the Tax Year, direct to HMRC.  A form and guidance notes for this purpose will be 
available from the Payroll Section .  If Members do not wish to make a claim in respect of such expenses 
no action need be taken.   
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MEMBERS' TRAVEL AND SUBSISTENCE
EXPENSES CLAIM FORM

MEMBER'S NAME : PAYROLL NO.

PRIVATE VEHICLE REG NO. : PERIOD :

SUMMARY OF CLAIM
Car Mileage Claim miles
Motorcycle Mileage Claim miles
Bicycle Mileage Claim miles
Passenger Miles Claim miles
Staying With Friends Allowance £
Subsistence £
Other Travel £
Other Expenses £

 
DECLARATION

SIGNATURE DATE:

CHECKED BY: DATE:

AUTHORISED BY: DATE:

OFFICIAL USE ONLY

I declare that:- 
 
•The amount of travel and subsistence expenses claimed, have been actually and reasonably incurred for the purpose 
of enabling me to perform approved duties as a Member of the Council. 
 
•I have paid the fares shown and all other amounts claimed are in accordance with rates approved by the council. 
 
•I have attached all necessary receipts in connection with expenses claimed. 
 
•I have not made, and will not make, any other claim under any enactment for subsistence expenses or allowances in 
connection with the duties indicated in this form. 
 
•Where I am claiming mileage expenses, I have a valid licence and appropriate motor insurance, which covers my 
vehicle being used for business purposes. 
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NOTES OF GUIDANCE FOR COMPLETION OF CLAIM FORM

The claim form has been devised to take account of the requirements for publishing information in a standard format about Councillors’ 
claims.  This form will also provide the necessary documentation for HM Revenue and Customs and Internal and External Audit.
To assist in completion of the form your attention is drawn to the following points:

1. DATE
Please insert Date for which expense item is claimed.

2. TIME OF DEPARTURE/ARRIVAL
Departure/Arrival Times should be entered for verification of amounts claimed for subsistence, where claims relate to overnight 
subsitance or meal costs but not where claims relate only to travel.

3. DETAILED DESCRIPTION OF APPROVED DUTY
Clearly indicate which meeting you have attended or the relevant detail of the approved duty undertaken. Approved duties
should indicate - Council Meetings, duties in connection with Council functions, conferences/seminars etc., nominee to
other bodies, group meetings, duties undertaken by chair or vice chair or other senior councillors, members' surgeries,
constituency/committee work and meetings with named Officers.

4. CATEGORY
Please enter the category of approved duty from the attached list.

5. EXPENSE ITEMS/JOURNEY DETAILS
As meetings and approved duties are held at various locations, it is essential for the calculation of mileage that all locations 
visited are entered onto the claim form.
When claiming for mileage, please remember the following:

The shortest route should be used for calculating mileage;
If travelling to a meeting from place of business or employment, which is further away from home, only the 
" from home" mileage can be claimed;
If travelling to a meeting from, and returning to place of business or employment, which is further away from home,
the full mileage can be claimed; and
If it would have been cheaper to travel by public transport, then the public transport fare rather than the mileage 
should be claimed. This will be subject to tax.

6. PASSENGER MILES
This calculation should be entered by calculating the number of miles travelled multiplied by the number of passengers
e.g. 2 passengers times 30 miles = 60 passenger miles.

7. SUBSISTENCE
Subsistence relates to overnight accommodation and meals. With the exception of road and bridge tolls and the allowance provided
for by regulation 4(4), only receipted costs will be reimbursed to the prescribed maximum levels when council business was
 required to be conducted outwith a Councillors’ own ward, or outwith council premises, or in accordance with Schedule 2 to the 
 Local Governance(Scotland)Act 2004(Allowances and Expenses)Regulations 2007.

8. ACCOMODATION DETAILS
This column relates to claims for overnight accommodation with friends and family.  These must include the address of the 
accommodation and the name(s) of the friends or family with whom you stayed.

9. OTHER TRAVEL EXPENSES
This column should be used to record claims for public transport, taxi and air fares and any other allowable expenses for 
which a receipt is available.

10.OTHER EXPENSES
This column should be used for reimbursement of other receipted allowable expenditure.

Allowable receipted expenditure 
- parking charges
- road pricing schemes and congestion charging
- ferry fares
- road and bridge tolls

MAXIMUM RATES - SUBSISTENCE

Breakfast (where no overnight subsistance is claimed) £8 per day
Lunch £12 per day
Dinner £25 per day

Overnight accommodation away from home and council £131 within London
premises (costs for bed and breakfast) £110 elsewhere
Overnight accommodation away from home with family  and friends £25 per night if the local authority determines that the expense 

is reasonably incurred for approved duties
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Name: ___________________________________________ Period of Claim:___________________________________________

Journey Details

Date (1)

Time of 
Departure 

(2)
Time of 

Arrival (2) Detailed Description of Approved Duty (3)

Category of 
Approved 
Duty (4)

Expense Items or Details of Journey                          
         (Please include journey start/end details) 

(5)
Car Mileage 

(5)
Motorcycle 
Mileage (5)

Bicycle 
Mileage (5)

Passenger 
Mileage (6)

Subsistence 
(7) Accommodation Details (8)

Other Travel 
etc. (9)

Other 
Expenses 

(10)
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Name: ___________________________________________ Period of Claim:___________________________________________

Date (1)

Time of 
Departure 

(2)
Time of 

Arrival (2) Detailed Description of Approved Duty (3)

Category of 
Approved 
Duty (4)

Expense Items or Details of Journey                          
         (Please include journey start/end details) 

(5)
Car Mileage 

(5)
Motorcycle 
Mileage (5)

Bicycle 
Mileage (5)

Passenger 
Mileage (6)

Subsistence 
(7) Accommodation Details (8)

Other Travel 
etc. (9)

Other 
Expenses 

(10)

Sub Total 0 0 0 0    

Rate £0.45 £0.24 £0.20 £0.05

Cash Value of Mileage Claim £0.00 £0.00 £0.00 £0.00    
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APPROVED DUTIES

Travel and subsistence expenses may be claimed for approved duties. The list below provides
details of all duties in respect of which claims can be submitted. When completing a claim form
Members should include the category of approved duty as listed below (A, B, C etc) as well
as providing full detials of the approved duty.

Attending or Undertaking:-

A. Meetings of Council, Cabinet and Committees.

B. Conference meetings or seminars etc. as approved representative of the Council.

C. Meetings organised to inform members of any development or to assist members with personal
development wherever held.

D. Political group meetings of the Council held within the East Renfrewshire area.

E. Meetings with officers of the Council.

F. Members' surgeries.

G. Community Councils and Parent Councils.

H. Duties as officer if political group.

I. Duties as Convener, or Committee Chair/Vice-Chair.

J. Functions required as Leader of Deputy Leader of Administration.

K. Attendance at meetings or partner bodies as approved representative of Council.

L. Attendance at meeting of partner bodies to which the Councillor has been appointed by virtue
of their position as councillor.

M. Duties undertaken as a ward representative.
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EAST RENFREWSHIRE COUNCIL 
 

APPLICATION FOR TRAVELLING AND SUBSISTENCE 
(Conferences) 

 
 

NAME OF COUNCILLOR: (block capitals)  __________________________________________ 
 
Description of approved duties:- Attending  
     
 
     
 
     
at  on/from  to  
      
     
     
Travelling (see overleaf)    
     
 Mode and class of travel     
      

(a) Fares    £ 
      

(b) Private Motor Car  miles at  p  £ 
      
      
Subsistence (see overleaf)     
      
 Left Home:- Time  Date   £ 
      
 Returned Home:- Time  Date   £ 
      
   Total  £ 
     
   Deduct Advance Payment £ 
      
   Balance now Claimed £ 
      
 
DECLARATION 
 
I declare that I have actually and necessarily incurred expenditure on travelling and subsistence 
for the purpose of enabling me to perform approved duties as a Member of East Renfrewshire 
Council that I have actually paid the fares and made the other payments shown above, and that 
the amounts claimed are strictly in accordance with the rates determined by East Renfrewshire 
Council. 
 
I declare that the statements above are correct.  Except as shown above I have not made, and will 
not make, any claim under any enactment for travelling or subsistence expenses or allowances in 
connection with the duties indicated above. 
 

Signature of Member 
 

 Date 

Checked by 
 

 Date 

Authorised by 
 

 Date 
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EAST RENFREWSHIRE COUNCIL 
 

MEMBERS' ALLOWANCES 
 
 
 
 

TRAVELLING ALLOWANCE 
 
With effect from 14 November 2011, the prescribed maximum rates for approved duties are:- 
 
    
   Car Mileage       0.45p per mile 
   Motorcycle Mileage     0.24p per mile 
   Bicycle Mileage     0.20p per mile 
   Passenger Mileage     0.05p per mile 
 
 
 
SUBSISTENCE ALLOWANCE 
 
 
With effect from 14 November 2011, only receipted costs will be reimbursed to the prescribed maximum 
rates of subsistence for approved duties which are as follows:- 
 
   
 
Breakfast Allowance (where no overnight subsistence is claimed). 

  
8.00 
 

   
   
   
Lunch Allowance  

  
12.00 

 
   
   
 
Dinner  
 
 
 
Overnight stay with friends or family 

  
25.00 

 
 
 

25.00 
 

   
   
 
Overnight accommodation away from home and council premises 
(costs for bed and breakfast outside London) 

  
110.00 

   
   
 
Overnight accommodation away from home and council premises 
(costs for bed and breakfast within London). 

  
131.00 
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