\\i\ & Southampton .. .
N i‘ SOLENT Visitors Expenses Claim Form (SALO7) v1.4
| ZICN University ***For visitors not working for, or on behalf of SSU***
Personal Details (Please print clearly)
Title: Surname: Male: [] Female: []

First Name(s):

Date of Birth: National Insurance Number:

Home Address:

Post Code:

Bank Details

Bank Name:

Sort Code: Account No:

Southampton Solent University can provide payment slips via email if requested to do so. Where such a request is made, SSU will
send the payment slip to your nominated email account. Please be aware that the email cannot be encrypted and will not be as

secure as the

| wish to have my payment slip by email and accept that it is entirely at my own risk: ~ YES | no [

My email address is:

Claim Details

School/Service: Date(s) of Meeting(s):

Reason for visit:

Mileage from: to: Total Miles: Total (@ 40p per mile) £:
Accommodation: Amount £
Travel: Amount £
Other: Amount £
Signed: Date:
Authorisation
Authorised Name (Print):
Authorised Signature: Date:
Coding (Please ensure this claim is coded correctly) Account Codes
Mileage 632036
Cost Centre | Account Job Code £ :
Rail Travel 632039
Subsistence 632041
Other Travel 632046

Payroll Use Only

Post: Letter Code:

This form can also been downloaded from the Portal: http://portal.solent.ac.uk/support/finance/finance-service/forms-for-download.aspx
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