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	CLAIM FOR REIMBURSEMENT OF TRAVELLING AND SUBSISTENCE EXPENSES


Important:  Please read “Guidelines for claiming expenses” below before completing this form:

	NAME
	

	ADDRESS
	

	
	

	
	

	POSTCODE
	

	EVENT/TRAINING SESSION
	

	HELD ON (DATE)
	

	ROLE


	

	MILEAGE
	Miles
	Start

post code:
	Destination

post code:


	
	AMOUNT CLAIMED
	NOMINAL CODE

	PETROL @ 23p PER MILE


	
	

	CAR OVERHEADS @ 17p PER MILE


	
	

	PUBLIC TRANSPORT FARES


	
	

	CAR PARKING/TOLLS


	
	

	MISC TRAVEL EXPENSES


	
	

	SUBSISTENCE EXPENSES
	
	

	ESSENTIAL MEALS


	
	

	HOTEL


	
	

	OTHER EXPENSES
	
	

	TELEPHONE


	
	

	POSTAGE


	
	

	STATIONERY


	
	

	
	
	

	TOTAL CLAIMED
	
	


I hereby claim reimbursement of the above expenditure that was paid by me in connection with the above event/meeting.

	Signed by claimant


	
	Date 
	


	Authorised by


	
	Nominal/Cost Centre
	


MANAGERS: HAVE YOU ENTERED YOUR COST CENTRE NUMBER AND NOMINAL CODES

Guidelines for claiming travel and subsistence expenses:

1. Complete and sign this form in ink.

2. Travel expenses by car will only be reimbursed if the journey mileage is supported by a start and destination postcode.

3. By signing this form claimants are confirming that all the particulars are correct and in each case, necessary for the fulfilment of their duties and where a private vehicle is used it remains insured for business use, is roadworthy, fit for purpose and has a valid MOT certificate if required.

4. The claimant should use the reduced mileage rate of 23p (combined) if they have claimed more than 10,000 business miles in the current financial year.

5. Claimants are strongly urged to use off-peak and discounted fares where possible.  Receipts are required for public transport fares.

6. Claims for overnight accommodation (except hospitality) must be accompanied by an official receipt, detailing VAT if applicable.

7. Your completed form should be signed and, where possible, handed to the organiser of the meeting or event.  Claims will be dealt with as quickly as possible but incomplete forms may be rejected, thus delaying payment.

8. The reimbursement of essential meals is restricted to the actual extra expenses incurred, over and above that which you would have paid had you not been at this event or meeting, up to a maximum of £2.00.
9. All expenses claimed must be supported by an official receipt.  Unless there is a good reason any claims not supported by a receipt will be deducted from the claim before payment is made.
10. All claims must be submitted for payment within one month of the event.  Any claims received after 2 months may not be paid.
[image: image1.jpg]