
 

BSAS Conferences – Keynote Speaker Expense Policy and Guidelines 

1.  No more than two nights’ accommodation will be paid, unless participation warrants greater duration and 

is approved by the Chief Executive.  The organisers will book the accommodation.  However, if the speaker 

wishes to book their own accommodation then the society will only reimburse up to the amount of the rate 

that the society would have paid if they had booked the accommodation at the conference hotel.    

2.  Speakers can book their own travel but the society will only cover up to the amount agreed in the 

confirmation letter.  Receipts will be required.  It is always advisable to book travel well in advance of the 

meeting to take advantage of lower cost fares.  The speaker should always provide details and cost of travel 

before confirming the booking as, in some cases, it might be more economical for BSAS to book from the 

UK for international flights.       

3.   Meals will be covered by the society at the conference including attendance at social events which are part 

of the conference.  Meals and other incidentals will be at the discretion of the society (food and beverage, 

taxi, transport to and from airport, parking) on production of receipts. The society normally honours such 

incidentals if they are not excessive.  

4.  No other specific incidentals shall be paid (phone, laundry, entertainment, travel or medical insurance, 

etc.).  

5.  No monetary support will be provided to speakers for presentation preparation.  

6.  No honoraria shall be paid to invited speakers.  

8.  Claims for expenses must be presented within one month of the presentation date. Scanned receipts in pdf 

form must be emailed to finance@bsas.org.uk 

9.  Invited speakers receive a complimentary meeting registration.  

10.  If an invited speaker is a member at the time the invitation to speak is issued, they will be considered a 

member for the Annual Conference 2020 and the society will waive the conference fee if the fee is not 

covered by their organisation. No other expenses will be reimbursed unless the member cannot find the 

funds to attend. We welcome the support members give to their society and their attendance at the annual 

conference.  

10.  By accepting the invitation to speak you are agreeing to all BSAS policy and guidelines. 

11.  For questions or concerns, please contact the CEO at Maggie.mitchell@bsas.org.uk. gs.  
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