Guidance for subsistence and travel costs for Erasmus staff visits 2011-12
Staff mobility grants

Mobility grants for staff are provided as contributions towards subsistence and travel. Erasmus is not meant to cover all of the costs of your visit so it is essential that your School / Department is prepared to part-fund your visit and pay costs up front for your visit.  Please be aware that there are changes this year to how the travel and subsistence costs will be paid by Erasmus.
Subsistence costs

For the academic year 2011-12 subsistence costs will be calculated using BU’s standard rates for overseas travel expenses.  Please note that your actual Erasmus funding for subsistence will also need to be within the limits of your individual Erasmus bid allocation as there may not be enough funding to cover all of your subsistence expenses. Information about the procedures for Overseas Travel as well as the approval form can be found on the I Drive at I:\Personnel\Collaborative\Overseas Working.  
Subsistence includes the following – food, accommodation and travel within the host country. A fixed exchange rate is in use of €1 / £0.87112.*
*This is the exchange rate in use on the day that BU received the funding from the British Council.

Subsistence payments will be made on the basis of evidence spent teaching or training. Days spent travelling are not included in subsistence payments.  Please ensure that you have clearly indicated which period is spent on teaching or training.
Travel costs 

Travel costs are calculated on the basis of receipted expenditure but must also be within the limits of the individual’s BU bid allocation and the maximum amounts specified by the British Council which is €500. A fixed exchange rate is in use of £1 / €1.14.*
*This is the exchange rate applicable for the day on which the British Council signed the grant agreement for BU

Up to a maximum of two days will be covered for travel days. Travel is for travel to and from the host country.
Weekends, or holidays falling in the period of the stay abroad are not considered for support, unless they are used as working or travel days. In such cases the teaching programme / training work plan should demonstrate that teaching / training activities have been undertaken for the period reported.

How to claim
The Erasmus funding will be transferred to your School / Department once your teaching / training visit has been completed and the necessary Erasmus documents have been returned and verified as accurate.  You should submit the normal BU Overseas expenses form with your receipts for subsistence and travel to your finance office and claim the costs of your visit from your School / Department.  Your Finance department should then submit the approved copy of your overseas expenses form as well as a copy of your receipts to Deborah Velay. Once your Erasmus claim has been considered the Erasmus funding will be transferred to your School / Department.
