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EXPENSES CLAIM FORM (MULTIPLE ENTRIES)

for use by those (excluding external examiners) not on the normal payroll of the University

(BLOCK LETTERS PLEASE)

	
	
	

	Name
	 
	(Dr/Mr/Mrs/Miss/Ms)

	Address
	

	
	

	Payment will be made direct to your bank/building society account. Please ensure your details are correct. 

	Bank/Building Society Name
	_____________________________________                                                                      
	Branch
	 ________________________________                                                                      

	Sort Code
	
	
	_
	
	
	_
	
	
	Account No:
	
	
	
	
	
	
	
	
	

	 
	

	Commencing

Visit
	Finishing

Visit
	School visited (From/To); MUST STATE FULL SCHOOL NAME & POSTCODE 


	Miles
	Subsistence claimed
	Air/Rail Fares & Sundries

	Date
	Date
	Receipts required for Air Travel and Bed & Breakfast (accommodation must have been agreed beforehand by the Partnership Director).
	
	£
	P
	£
	p

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	BROUGHT FORWARD FROM OVERLEAF
	
	
	
	
	

	
	
	
	

	Car Mileage_____________
	@ 45p per mile +   ___________ @ 25p per mile 
	
	

	Date ____________________________
	Subsistence
	
	

	Signed _______________________________________
	Rail Fare & Sundries
	
	

	
	Total Claim
	
	

	
	
	
	

	SHADED AREAS ARE FOR FINANCE DIVISION USE ONLY

	INVOLICE No
	VENDOR
	DOCUMENT No
	INV DATE
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Please see associated notes for guidance on entering your account code
	
	Account Code
	 
	 
	 
	 
	 
	Description
	 
	 

	
	
	0
	1
	-
	0
	0
	0
	-
	0
	-
	
	
	
	
	-
	 
	 
	P
	G
	C
	E
	
	T
	R
	A
	V
	E
	L
	
	
	
	
	
	 
	 

	
	
	2
	5
	7
	0
	5
	
	
	
	
	
	
	
	
	
	
	
	
	
	 
	
	
	
	
	
	
	
	
	
	 
	 
	 
	 
	 
	 
	 
	 
	 

	
	
	
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	
	
	Net Amount
	 
	VAT Code
	 
	VAT Amount
	 
	Gross Amount
	 
	 
	 
	 
	 
	 
	 
	 
	 

	
	
	 
	 
	 
	 
	.
	 
	 
	
	 
	 
	 
	 
	
	 
	 
	 
	 
	.
	 
	 
	
	 
	 
	 
	 
	.
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	Account Code
	 
	 
	 
	 
	 
	Description
	 
	 

	
	
	
	-
	 
	 
	-
	 
	-
	 
	 
	 
	-
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	
	
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	
	
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	
	
	Net Amount
	 
	VAT Code
	 
	VAT Amount
	 
	Gross Amount
	 
	 
	 
	 
	 
	 
	 
	 
	 

	
	
	 
	 
	 
	 
	.
	 
	 
	
	 
	 
	 
	 
	
	 
	 
	 
	 
	.
	 
	 
	
	 
	 
	 
	 
	.
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	AUTHORISED BY:  SIGNATURE

	PRINT NAME
	COMMENTS

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	FINANCE SERVICES USE ONLY

	INVOICE NUMBER
	PAYROLL NUMBER
	DOCUMENT NUMBER
	INVOICE DATE
	PASSED BY

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	P
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	


	Commencing


	Finishing


	School visited (From/To); MUST STATE FULL SCHOOL NAME & POSTCODE 


	Miles
	Subsistence claimed
	Air/Rail Fares & 

Sundries

	Date
	Date
	Purpose of visit; Details of individual accommodation
	
	£
	P
	£
	p

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	SUB TOTALS TO FRONT OF CLAIM
	
	
	
	
	


Notes


1. It will assist prompt clearance of the claim if all appropriate sections of the form are fully completed and separate explanations are attached in respect of any unusual items/circumstances. The information is required in any event but in practice a considerable number of claims then need to be adjusted in the Finance Division to accord with the University’s maximum subsistence rates and practice. To keep administrative costs to a minimum it is not usual to advise of these variations unless requested.

2. Rail Fares – Normally second class saver ticket or ordinary return (as appropriate). Where cars are used on journeys for which public transport could conveniently have been used, the equivalent amount of the fares only will be paid.

3. Where applicable the University’s car mileage rate is 45p per mile for the first 100 miles (inclusive); for journeys in excess of 100 miles the rate is 25p per mile, 

4. Please attach Hotel Bills or other forms of receipt where accommodation is claimed. All accommodation must have been agreed beforehand by the Partnership Director, Jocelyn Sumner.
PLEASE SEE NOTES OVER

