
Personal Expense Claim &
Timesheet Form

Please return to CiCe, Room BELB01, London Metropolitan University,
166-220 Holloway Road, London, N7 8DB, UK

Procedure for claiming reimbursement of expenses
(1) All amounts claimed must be supported by receipts, which should be included with the form.
(2) YOUR BOARDING PASSES/TICKETS MUST ALSO BE SUBMITTED.
(3) The total amount claimed in section 3 MUST NOT exceed the prescribed per diem cost

limits set by SOCRATES. Sums in excess of the limit will not be reimbursed.
(4) Please ensure that your forms is signed and that all receipts are included
(5) All claims will be reimbursed by cheque or bank transfer in Euros.

SECTION 1: Your details

Name: Institution:

Purpose of meeting:

SECTION 2: Travel expenses

Journey
Date of travel

From To

Method of
travel

Currency
Amount
claimed

SECTION 3: Subsistence expenses

Date Nature of expense (accommodation, meals etc) Currency
Amount
claimed



SECTION 4: Signature

I certify that the above details are correct and all amounts claimed were incurred on authorised
CiCe business.

Signature of claimant .....................................................………… Date .............................................

SECTION 5: Reimbursement

Please indicate how you would like to be paid by ticking one box below:

 Bank transfer

 Euro cheque

If you wish to be paid by bank transfer someone from the CiCe office will be in touch to confirm your bank
details.

If you wish to be paid by cheque please write the full address that you would like the cheque to be sent to
below:


