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Miscellaneous Expense Form 
Claim for Travelling and Subsistence Expenses for those who can’t use the online system
	Name
	
	Student/Staff Number
	

	Email address


	Address: 


	Bank details 
	Acc No
	Sort Code

	Reason for Claim (give details please)


	Date/s of claim:

	Original Receipts are required for all items (except mileage)
	£
	p

	Travel (Please Insert Postcodes):
Car: From………………To……………… =……………Return Miles @ ……..p per mile

Car: From………………To……………… =……………Return Miles @ ……..p per mile

Car: From………………To……………… =……………Return Miles @ ……..p per mile

Other Travel: Taxi, Train , Tube etc Give details:
	
	

	Meals: 

	
	

	Accommodation/Other Expenses 

	
	

	TOTAL OF CLAIM:


	
	


I declare that the expenses claimed have been necessarily incurred by me in the pursuance of my duties and that I have not been reimbursed from any other source.
Signed…………………………………………………………………Date………………………………………………..

Please return completed form to
department for authorisation:

​​​​​​​​​​​​​​​​​​​​​

FOR OFFICE USE ONLY – ONCE COMPLETED SEND TO - EXPENSES SECTION - FINANCE
I authorise the payment of the above expenses in accordance with the University Guidelines and Policies

Signed …………………………………………………..…………..Date ………………………………………………….
	NAME
	
	Dept
	


(this must be the budget holder)






	Co
	Dept
	Nominal
	Project  Code
	Total

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	


DEPARTMENT ADDRESS IN HERE
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