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Governors’ Travelling Expenses
and Subsistence Claim Form

BLOCK CAPITALS PLEASE

Name :

Full Home Address :

| Position held : | Cost Centre :

PARTICULARS OF CLAIM

Nature of Business :

Destination :
Left Office/Home at : (am/pm) on :
Returned at : (am/pm) on :

Mode of Travel : By Car/Public Conveyance (delete where applicable)

Amount claimed :

Total VAT
Travelling Expenses : Car Registration No : CC:
Mileage : £ £
Between : and
(town) (town)

(i.e. mileage as given in AA Book)

Fares (specify) : Class return :

Subsistence Allowance:

day and nights

Meals (specify)

Other admissible expenses (specify)

Amount of previous advance
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The College’s scheme of car allowance provides: “Public conveyance must be used on all appropriate occasions.”

Please state justification for using car:

I claim the amounts shown overleaf and declare that | have necessarily incurred expenditure on the items for which
subsistence allowance is claimed.

Date: Signature of Claimant:

The claimant is entitled to receive the expenses and allowance shown, amountingto £ : in accordance
with the College’s scales. | certify that, taking into account the value to the College of the saving of officer’s time, and
all other relevant circumstances, the officer was justified in using his car instead of public transport; and that the total
cost of the journey to the College including the value of the officer’s time, does not exceed that total cost if public
transport had actually been used.

Chairman / Clerk to the Governors:

The final clause of the certification may be deleted where: 1. The claimant used Public Conveyance, or

2. The use of the car was justified on the grounds of

urgency
RECEIVED from Hartlepool College of Further Education

pounds pence FINANCE
in respect of the claim entered overleaf
Signature : COST CENTRE
Date :

ACCOUNT CODE

£

GROSS AMOUNT

NET AMOUNT
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