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Home Address....................................................................................................................................

Cost Centre..............................................	Project Code (if applicable)............................................
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PART A	Travel, Accommodation and Subsistence Expenses
	Date
	Reason for travel and details
(including starting point and destination)
	Business Mileage
	Detail Code
	Amount
	£	p



	
	Centre for Medical History guest speaker 
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	





PART B	All receipts must be attached, and all foreign currency conversions must be substantiated or they will be recalculated
	Date
	Details
	Detail Code
	Amount
	£	p



	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	



	
	Less advanced against this claim
	
	

	
	
	
	

	
	Total Claimed
	
	



MANDATORY


Bank Details: Bank:…………………………........................	Branch:………………………………

Name Account held in:……………………………… Sort code:……………  A/C Number:………………….

E-mail Address for Remittance:…………………………………………………………………………………….. 


When a private vehicle is used for University business, the individual must check with their insurers that their vehicle insurance covers this use and indemnifies the University against third party claims.

I certify that I have read and understood the above disclosure and that expenditure has been incurred wholly, necessarily and exclusively on University business and not claimed from any other source.

Claimant:..........................................................................................................	Date.........................

Head of 
Academic Dept:  Signed.........................................Print....................................	Date.........................

Budget Holder: Signed.........................................Print....................................	Date.........................




Claims should be sent to Accounts Payable and will be paid directly into the bank account of the claimant. However, non-travel claims less than or equal to £50 (signed off and with all receipts attached) can be collected in cash at the Finance Office Counter.



Received cash (amounts < £50).....................................................................	Date.........................




Approved Schedule of Rates effective 6 April 2011, 
inclusive of VAT

Mileage

Mileage should only be claimed where public transport is inappropriate or uneconomic and consideration for the use of the University car, public transport or hire car should be made before your own car is used.   If in doubt, prior approval should be sought.
				Per mile
	Car
		For the first 125 business miles per mile per round trip	45p
		Thereafter			25p
		Passengers in car		5p

	Motorbike	24p

Business Mileage

Business mileage is the total mileage of the journey, less the mileage which would have been incurred travelling to and from your normal place of work.

Insurance

When a private vehicle is used for University business, the individual must check with their insurers that their vehicle insurance covers this use and indemnifies the University against third party claims.

Where employees claim a passenger rate of 5p per mile, designed to encourage car sharing on business journeys, employees should check with their insurance provider that the new approved mileage system does not create a problem with their policy.


Basis of Claims

UK subsistence allowances and overseas ‘per diems’ have been withdrawn. All expense claims (UK and Overseas) must be made on an actual cost basis fully supported by receipts, up to the currently approved maxima. The approved rates are currently under review.

Accommodation & Subsistence

Expenses cannot be claimed where the hospitality arising out of business entertaining has been provided to the member of staff concerned.

Approved maxima for meals:
	Lunch	£5.50*
	Tea	£2.10*
	Dinner	£8.50*

*	Expenses apply for journeys from your normal place of work, where the distance is greater than 5 miles and the absence is more than 5 hours.

Hotel/Guesthouse Bed & Breakfast Accommodation
	Inner London	£140.00	Maximum
	Other	£94.00	Maximum
	
Overseas Travel

Please complete a separate form for each currency.  The ‘Rate of Exchange’ till receipt should be attached to this form.   If this is not available, please apply a single conversion at the end of the claim.   Details of rates are available from the Department of Finance & Planning and on the back of the Overseas Authorisation Form.

Regulations

Claims must comply with the Financial Regulations, particularly section 7.10, and the Detailed Financial Procedure on Travel and Subsistence.
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