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school based staff

This form is to be used by school based staff to claim travel (mileage) expenses necessarily incurred on official duty. Information collected on this form is required to determine the entitlement and the personal information provided will be kept secure against unauthorised use or disclosure.
[bookmark: _MailAutoSig]Privacy: The information collected on this form is for the purpose set out above and is required to process your request. Your information will not be disclosed without your consent or unless authorised or required by law. You are able to request access to the personal information that the Department holds about you and request that it be corrected by contacting your Principal/Manager. Information about contacting the People Division is available at: http://www.education.vic.gov.au/hrweb/Pages/contactus.aspx Information about the Department’s privacy policy is available at: http://www.education.vic.gov.au/Pages/privacypolicy.aspx.

	EMPLOYEE DETAILS

	Family Name
	
	Given Name(s)
	

	School Name
	
	Employee ID
	

	DETAILS OF VEHICLE

	Make
	
	Model
	

	Registration No.
	
	Registration Expiry Date
	___/___/___

	DETAILS OF VEHICLE OWNER (IF EMPLOYEE IS NOT OWNER OF VEHICLE)

	Name of the registered owner of the vehicle:
	
	What is your relationship to the vehicle’s owner?
	

	SUMMARY OF MILEAGE CLAIM

	Total mileage claimed (km) (details on next page):
	
	Rate per kilometre (cents):
	

	Amount claimed (in words)……………………………………………………………………………..dollars 
	………………………………………………………………………………….cents

	$



Employee’s signature:		Date: _____/_____/_____

APPROVAL FOR PAYMENT

Principal’s name: (please print)	
Principal’s signature:		Date: _____/_____/_____

[bookmark: _GoBack]
	Office Use Only

	· Payroll Action Completed by		Date ___/___/_____



The completed claim form should be kept on the employee’s personnel file.


Details of claim
A= Total distance travelled, less B=distance from home to base and return, equals C= excess kilometres claimable

	Date
	Details of journey/reason for travel
	Kilometres

	
	
	A
	B
	C

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	



	Total kilometres claimed:
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