University of Galway
Governing Authority (Director Expenses) v1.0


	SUBMISSION GUIDELINES FOR REIMBURSEMENT OF TRAVEL EXPENSES



· Travel expense claims should be submitted as soon as possible and no later than three months from the date the expense was incurred.
· Any claim of €2,000 or more must be authorised by the relevant University Management Team (UMT) member or their nominee.
· Once the claim form is fully completed and authorised by the Budget Holder (or their nominee), it should be submitted to the University Governance Officer, Joanne O'Connor, at joanne.oconnor@universityofgalway.ie. Joanne will then forward the authorised expense claim, the agenda and all receipt attachments, to expenses@universityofgalway.ie for processing.


	TRAVEL EXPENSES POLICY OVERVIEW



Governing Authority (Directors) are required to adhere to the QA302 Sustainable Travel Policy when submitting travel expenses. The main guidelines are as follows:
1. Transportation: Directors should choose the most economical transport options. This includes flying in economy class and using public transport for ground travel.
2. Expense Documentation: All reimbursed expenses must be supported by original vouched receipts. Credit card slips will not be accepted (QA302 section 7.1.10 b).
3. Currency Conversion: If expenses are incurred in a foreign currency, they must be converted to Euro using the Xe Currency Converter, applying the exchange rate from the receipt date.
4. Motor Travel Reimbursement: Reimbursement for motor travel within the Republic of Ireland is set at 41.8 cents per kilometre. In other cases, public transport should be used.
5. Prohibited Expenses: Alcoholic beverages will not be reimbursed under any circumstances.
6. Scope of Reimbursement: Only expenses that are essential for the Director's role at the University of Galway are eligible for reimbursement. Any expenses outside this scope will not be reimbursed.

	SUBSISTENCE ALLOWANCES (WITHIN IRELAND – IN EURO)

	Overnight Allowance:
- Covers up to 24 hours from departure time, plus an additional 5 hours i.e. 29 hours. 
- Applicable for absences over 100 km (62.5 miles) from the claimant's home or normal place of work.
- Includes accommodation and three meals.
- Rates:
• From 29th Jan 2025: €205.53
• Until 28th Jan 2025: €195


	Daily Allowance (more than 10 hours):
- The 10-hour rate is designed to cover daily expenses for meals and non-alcoholic drinks when away on a business trip for more than ten hours and the staff member did not pay for accommodation.
- Applicable for absences is more than 8 km (5 miles) from the claimant's home or normal place of work.
- Rates:
• From 29th Jan 2025: €46.17
• Until 28th Jan 2025: €42.99

	Daily Allowance (more than 5 hours, less than 10 Hours):
- The 5-hour rate is designed to cover daily expenses for meals and non-alcoholic drinks when away on a business trip for more than five and less than ten hours.
- Applicable for absences is more than 8 km (5 miles) from the claimant's home or normal place of work.
- Rates:
• From 29th Jan 2025: €19.25
• Until 28th Jan 2025: €17.92
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	Step 1: Enter Personal and Bank Account Details

	All fields must be completed where applicable before submission. Incomplete forms will be returned which will delay payment.

	PERSONAL DETAILS

	First name:
(Required for Revenue ERR Submission)
	

	Surname: 
(Required for Revenue ERR Submission)
	

	Date of Birth:
(Required for Revenue ERR Submission)
	

	PPS No.: 
(If you have an Irish PPSN, please provide it. This is required for Revenue ERR submission for Irish tax residents and individuals with an Irish PPS number)
	

	Home Address:
(Required for Revenue ERR Submission)
	

	Eircode / Post Code:
(Required for Revenue ERR Submission)
	

	Country:
(Required for Revenue ERR Submission)
	

	Email: 
(Required to provide confirmation of payment)
	

	BANK DETAILS

	Please ensure you provide accurate personal bank details. Payments will not be processed through third-party bank services, and the bank account name must match the beneficiary’s name.


	SEPA Payment Transfers: Ireland/ UK / EU	

	Bank Name: 
	

	Branch Address: 
	


	Bank Swift/BIC:
	

	IBAN:
	

	

	For all other worldwide payments (Outside EU & UK)

	Bank Name: 
	

	Branch Address: 
	


	Bank Account Number:
	

	Bank Routing Number:	
	

	Bank Swift/BIC:
	

	
I confirm that the personal and bank details provided above have been entered accurately and correctly  Yes☐        No☐
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	Step 2: Breakdown of Claimed Expenses
Claims for reimbursement of travel expenses should be submitted as soon as possible, and no later than three months from the date the expense was incurred. Any travel or subsistence claim of €2,000 or more must be authorised by the relevant UMT member (or their nominee).

	
EXPENSES DETAILS


	Purpose of the trip
	

	Destination
	

	
Please note: From 29th January 2025, the day subsistence rates are as follows: €19.25 for absences lasting between 5 and 10 hours, and €46.17 for absences of over 10 hours. The standard overnight allowance in Ireland is €205.53 per night, which covers accommodation, meals, and other expenses. For stays in Dublin from 29th January 2025, up to €205.53 can be claimed for accommodation, provided receipts are submitted for any costs exceeding this amount. Additionally, an extra €46.17 can be claimed for meals and other expenses under the 10-hour subsistence rate.	
	

	EXPENSES: All expenses must be converted to euros (€). Original receipts, including VAT receipts, are mandatory for submission, in accordance with QA302. Credit card slips and booking confirmations will not be accepted.

	
Please Enter Self-Funded Expenses in accordance with University of Galway Policies - QA302 Sustainable Travel policy and QA303 Use of Your Own Transport


	The Claim mileage: The reimbursement rate within the Republic of Ireland is 41.8 cents per kilometer.  

	Car Mileage Expense Type
	Details of Journey - departure point, destination, (one way/return) and the purpose of the journey.
You must provide Eircode’s where possible and attach a Google Maps screenshot of your journey with your claim.
	
Number of KM

	Rate
(€)
	Amount
(€)

	
	
	
	0.418
	€ 

	Selection of Expense Types:
	Description
	Date of Expense / Receipt Payment Date 
(DD-MM-YYYY)
	Currency of Receipt
	Total Amount on Receipt
	Currency Conversion Date 
(DD-MM-YYYY)
	Exchange Rate for Currency Conversion
Xe Currency Converter Rate (e.g., £ 1.26809)
Enter exchange rate below or  
1.0 for € expenses
	Total (€)

	Select from the dropdown list
	
	
	
	
	
	
	

	Select from the dropdown list
	
	
	
	
	
	
	

	Select from the dropdown list
	
	
	
	
	
	
	

	Select from the dropdown list
	
	
	
	
	
	
	

	Select from the dropdown list
	
	
	
	
	
	
	

	Select from the dropdown list
	
	
	
	
	
	
	

	Insert additional rows above if required
	Total Expenses 
	€ 

	Taxis should only be used where necessarily required.  If you are claiming the costs of a taxi(s) please provide details of your journey and the reason for travelling by taxi.
	Please insert details and reason for your taxi(s) claim here


	Hospitality (Ref QA441) -  Please provide details and the reason
	Please insert details and the reason for hospitality claim here


	


I confirm that I have adhered to the University of Galway travel policies and have provided the agenda and original itemized receipts for this claim. 
Yes☐        No☐

I confirm that the primary purpose of this claim was to fulfil my duties as a Director, and that any personal aspects of this trip did not result in additional costs being included in this expense claim       Yes☐        No☐

I confirm that there are no outstanding expenses remaining for this trip    Yes☐        No☐



	
BUDGET HOLDER OR DELEGATE APPROVER
Once the claim form is fully completed and authorised by the Budget Holder (or their nominee), it should be submitted to the University Governance Officer, Joanne O'Connor, at joanne.oconnor@universityofgalway.ie. Joanne will then forward the authorised expense claim, the agenda and all receipt attachments, to expenses@universityofgalway.ie



	
	Authorised By (Budget Holder):
	
	Cost Centre:
	

	Requested By:
	
	Date Authorised:
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