INTERNATIONAL ORGANISATION FOR MEDICAL PHYSICS

FINANCIAL PROCEDURE:  PAYMENT OF GRANTS AND EXPENSES
1. Authorisation of Expenditure
Expenditure (expenses and grants) must only be incurred after written/emailed authorisation from the Treasurer, against a specific budget heading, on behalf of EXCOM. 

2. Payment of Expenses
Expenses will only be re-imbursed after receipt of a claim and receipts covering the expenditure.

3. Grants.

Grants for IOMP sponsored conferences/meetings/courses will be paid as set out in arrangements specified in the letter/email of authorisation from the Secretary-General on behalf of EXCOM.

4. Grant and Expenses Claim Procedure
Grants and expenses are normally paid by electronic transfer to the bank account of the recipient in the currency of the recipient’s country. Cheques in GB pounds, US Dollars or Euros may also be requested as an alternative. The use of foreign drafts or ‘MoneyGram’, both in currency of the recipient, may also be possible. 

6. IOMP GUIDE FOR TRAVEL AND SUBSISTENCE COSTS

Reimbursement of Travel and Subsistence may be claimed from the IOMP budget only for journeys directly linked to the activities of the Organisation, and related to specific and clearly identifiable IOMP-related activities. These expenses should be within the agreed annual budget of ExCom, Committees, projects, etc. 

As a general rule IOMP funding of a travel should be considered as support and not necessarily full cover of all expenses. In this light each ExCom member or Chair should seek suitable external funding resources before applying for IOMP support. 

Travel support of colleagues from financially weak countries has to be accompanied by approval of the specific Committee. Priority will be given to members with no other available funding resources. In limited cases a lump sum travel Grant could be considered.

Several months (ideally 6) before the travel the expected expenses (or a lump sum travel Grant) have to be submitted to ExCom and agreed by the Treasurer. If the expense is from Committee budget it should be supported by approval of more than 50% of the respective Committee members (Committee activities should be based on application forms as in ETC). 

The travel expenses should be actual travel expenses. These should use economy class flights. The price of a flight ticket (and related travel to/from the airport) should not exceed 500 USD for intra-continental flights and 2000 USD for inter-continental. First class (also business, or other related expensive class) travel shall not be accepted. In exceptional cases such travel can be reimbursed up to 2000 USD, the remaining to be covered by the person. 

Expenses beyond the official allocations or approvals would need the approval of all ExCom. 

Limited expenses for car travel, where justified and where the price is not excessive, will be refunded on the basis of the corresponding first class rail fare (the price of one ticket only will be reimbursed, even where several people are travelling in the same vehicle).

Subsistence costs have to be reasonable in the context of the place of stay. Subsistence shall not exceed 300 USD per day (rate per day for hotel + meals). No more than 7 consecutive days will be reimbursed. In cases when the subsistence is more than 300 USD per day the remaining will have to be covered by the person from other sources or own funds

Other expenses as Conference fee, Visa, Insurance, etc can also be covered, subject to max 1000 USD. Each expense has to be accompanied by statement of the exchange rate used.

At the completion of the activity the travelling person have to submit a travel Expense Claim Form (+ original receipts) together with a short Report (signed) about the benefit of his/her travel for the IOMP. In case of a lump sum Travel grant only the Report has to be submitted. 

The originals of the above materials have to be posted to IOMP Accountant Mr Ian Wolstencroft <ian@ipem.ac.uk> and scanned copies to be emailed to the Treasurer <slavik.tabakov@emerald2.co.uk>.  The reimbursement will be made after the approval of the above Expense Claim Form and Report. 

When an Expense Claim Form is needed, this will be emailed to the Grant recipient by the Treasurer or the IOMp Accountant.   

The claim, bank details and receipts should be sent to:

Mr. Ian Wolstencroft




Financial Controller


email:     
 ian.wolstencroft@ipem.org.uk

IOMP




Telephone:
 0044(0)1904 610821

Fairmount House


Fax:

 0044(0)1904 612279

 230 Tadcaster Road

YORK

YO24 1ES

UK

If details are being emailed then it is suggested that the details are split between 2 separate emails for security reasons.

To avoid undue delay the Treasurer can authorise payment based on faxed or scanned copies of receipts but originals should always be sent for audit purposes.

IOMP pays bank all charges and if amount received does not agree with claim then Ian Wolstencroft should be informed.

Any queries should be addressed, as appropriate, to Ian Wolstencroft or the Treasurer or the Secretary-General. 

	Tresurer:

Dr Slavik Tabakov, PhD, FIPEM
Director  MSc in Med. Eng. and Physics

IOMP Treasurer and IUPESM Treasurer


Dept. Medical Engineering and Physics
Faraday Building, King's College Hospital
London SE5 9RS, UK
tel.& fax +44 (0)20 3299 3536
e-mails: slavik.tabakov@emerald2.co.uk;  

slavik.tabakov@kcl.ac.uk



	Secretary General:

Dr Madan M. Rehani, PhD

Secretary General, IOMP

Tel.: +43-1-6763407850

+43-1-2600-22733
e-mail: sg.iomp@gmail.com


