
CLAIM FOR TRAVELLING AND SUBSISTENCE EXPENSES FOR  

NON STAFF MEMBERS 

I hereby certify that this claim for travel and subsistence is in accordance with the University’s Regulations and Guidelines. 
 
 

Claimants Signature..................................................................................................................... ................. 

 

NAME (BLOCK CAPITALS) ...................................................................................DATE OF CLAIM……………………………..…………. 
 
ADDRESS ..............................................................................................................................................................................    
     
…………...................................................................................................................................................................................  

OTHER EXPENSES  Please give details 

 

  TAXI / BUS FARES...................................................................................................................................................... 
 

 

  MEALS  ....................................................................................................................................................................... 
    

  NIGHTS  ACCOMMODATION ……………………………………………………………………………….………………………………………………… 

 
  OTHER EXPENSES ( Please Give Details) 
 

 ………………………………………………….……………………………………………………………………………………...…….………………………………… 
 
 .…………………………………………………………………………………………………………………………………………..…………………………….………. 
 
 .………………………………………………………………………………………………………………………………………………..……………………….………. 
 

***ALL SUPPORTING RECEIPTS MUST BE ATTACHED TO THIS CLAIM FORM*** 

N.B. For more than one journey, please use the table overleaf and enter the totals below. 

....................MILES AT....................PENCE PER MILE 
Mileage To  
Be Claimed 

CAR TRAVEL  

RAIL/AIR TRAVEL - Standard Class Return Fare 
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**BANK DETAILS—MUST BE COMPLETED AS PAYMENTS WILL NO LONGER BE MADE BY CHEQUE** 
 

 

 

ACCOUNT NAME……………………………..……..……..…………………...…………………...ACCOUNT No ………………..…………………………………………….. 
                                                  (eg Mr A N Other etc)                                                                                    (must be 8 digits) 

 

BANK NAME…………………………………………………………….………………SORT CODE…………………………………………...…………..…...……….………………… 
 

BANK ADDRESS…………………………….…..…………………………………………………………………………………….…………………………….………………….....….. 
 
………………………………………..………………………………………………………………………………………………………………….…………………….……………………….. 

 
EMAIL ADDRESS FOR REMITTANCE ADVICE ……..………………………………………………………...………………………………………………….………………………….. 

TOTAL 
AMOUNT 

      DATE        FROM               TO 

RETURN 
MILEAGE 

      DATE       FROM               TO 

TOTAL MILES 
COST £ 

Purpose Of Journey / Claim…………………………………………………………………………………………………………….…………..………. 



Multiple Journey Details 

Notes For Guidance 
 

    
1.  RAIL TRAVEL 

 Wherever possible, claimants are expected to use the cheapest mode of rail of other public transport., full advantage must be taken of “saver fares” and special offers 
  
2. AIR TRAVEL 

 Wherever possible, claimants are expected to use the cheapest available air travel. Consequently, full advantage must be taken of “Apex”  
 fares and special offers  
 

 3. CAR TRAVEL 
 Mileage claims must be made as per the University rates which are as follows: 

 
   All approved journeys @ 45p per mile 

   
 These rates are the maximum permitted. Departments may arrange lower rates at their own discretion. 

 
4.   OTHER TRAVEL 
 a)  Tube and bus fares may be claimed as necessary 

 b) Claims for taxi fares or car hire charges should be accompanied by an explanation of why those were necessary 
 c) For travel at higher rates see section 5.3 of the Regulations and Guidelines for the Reimbursement of Travel and Subsistence Expenses 

 
5.   SUBSISTENCE 
 Subsistence will be based in the current published rates. Reimbursement will be on the actual expenditure incurred supported by receipts at or below these rates. Receipts or other  

 supporting documentation must be originals, photocopies are not acceptable. Credit / debit card vouchers, e.g. visa receipts are not admissible as receipts. An official detailed receipt 
 should be obtained when using this method of payment for personal expenses. 
 

6. The University will not grant reimbursement for personal telephone calls, newspapers, bar drinks and alcoholic drinks with meals and tips - unless included in any services charge. 
  
7. NON - HEFCE FUNDS 

 Expenses payable from Non HEFCE funds (including Research Grants and Contracts) are subject to the same regulations and guidelines of HEFCE funded claims 
  
8. INSURANCE 

 Claimants must ensure that there car insurance covers them for use of their car on University business and must only carry passengers if the policy permits. The University accepts no liability 
 for claims made against  claimants who fail to take out the appropriate insurance and who are involved in an accident while on University related business. 
   

9.. Entertainment expense claims must set out the names and organisations of those entertained, together with reasons for the entertainment having taken place. 
 Date, place and purpose of expense claim must be stated on all forms.  

Purpose Of Journey Date From To Total Mileage      
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