
 

 

Expenses Policy - Guidance 

This guideline is to be used in conjunction with the expenses policy and claims forms 

key notes 

• All BIOS claims will be approved by BIOS administrator if they are compliant 

with the BIOS expenses policy 

• ALL BOSTU claims will be approved by the BOSTU advisor 

• CAG meeting expenses should be sent in by the CAG lead and it is their 

responsibility to ensure the steering committee and invited speakers match the 

budget sheet.  These can then be authorised by the BIOS administrator 

• Any BIOS or BOSTU expense claim that falls outside of the policy must be 

escalated to the Vice chair who will approve or reject the claim 

 

Coding by the BIOS administrator: 

Department cost centres 

1 – core 

50 – events 

100 – TU 

150 – IOA 

200 – OCE 

250 – Trustee and council meetings 

300  - EPDC meetings 

 

Expenditure codes: These will be mainly used for CAG meetings and AGM as 

‘events’ 

6000 – event venue hire 

6001- event catering / day delegate rate 

6002 – events speaker fees 

6003 – events travel  

6004 – events accommodation  

7702 – speaker gifts (may have been bought by the cag lead and need reimbursement 

on their claim form) – where possible these should be bought through the BIOS 

administrator 



 

Expenditure codes: for core / TU / EPDC / IOA / OCE / Trustees/council meetings 

7600 – travel 

7700 – subsistence, accommodation and room hire 


