BOOKING TRAVEL AND ACCOMMODATION FOR MEMBERS AND DELEGATES
1.
BACKGROUND

1.1
As part of the College-wide effort to reduce costs, College staff and 
Members are being asked to book travel as far in advance as possible.

1.2
The other Royal Medical Colleges have confirmed that they operate a 
policy of only booking advance fares and while these tickets may 
occasionally have to be changed or may not be used, the other 
Colleges 
have found that they have achieved an overall saving of 
about 30% on 
travel – in 2007, this would have meant a saving of £250,000 for the 
Royal College of Psychiatrists.

1.3
This policy means that:

a. No open returns can be booked on rail tickets. Train travel can be booked a maximum of 3 months in advance, and must be booked at least two weeks and preferably three weeks in advance.  If it is less than two weeks in advance, the requesting person must book their own travel and claim reimbursement (which will normally be paid at the level of an advance fare, not what they actually paid).  In this document, the phrase ‘in advance’ relating to rail travel means ‘at least two weeks in advance’.

b. If mileage is claimed, the lowest of mileage cost or the cost of advanced rail travel will be paid.

c. The cheapest possible flights must be booked.  Flexible fare will not be booked.

d. Hotel accommodation should only be booked if necessary.
b. Peak time travel should be avoided if possible as this can increase the cost of a rail ticket by up to 60%.

c. Open returns will not be booked

.

2.
BOOKING HOTEL ACCOMMODATION FOR MEMBERS AND STAFF

2.1
Hotel accommodation must be requested at least two weeks in advance. Hotels can be booked many months ahead and once booked, the price will be fixed.

2.2 All bookings are made through Booking Partners, or contracted hotels in London, via Facilities, who do not charge the College for making the bookings.

2.3 You must specify if you require a smoking or non-smoking room.

2.4 The price of the hotel must not exceed the following College limits:

London, Edinburgh & Dublin

£135.00 per night

Other

 


£120.00 per night

This figure must include VAT. If the room rate does include breakfast, this must not take the total over the limit.

The maximum we will reimburse, whether booked by the College or not, will be £135.00 or £120.00 (see above), and this MUST include room, breakfast and vat.

2.5 Any bar bills or room service costs (outside the meal limit) must be borne by the staff member or member.

2.6 The confirmation e-mail that Facilities sends after making the bookings must be presented at the hotel reception at check in.  This will confirm that the room has been paid for in full (and breakfast if applicable).

2.7 Most hotels will require between 24 and 48 hours notice for cancellation. Please refer to the confirmation e-mail.  If you do need to cancel, please advise Facilities as soon as possible since a full charge might still apply if you give less than the above notice period.

