PERSONAL EXPENSES CLAIM FORM
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Name: 
Employee ref:

Department 


Room No: 
Building: 
Tel ext: 

1 - TRAVEL EXPENSES: 
DATE
REASON FOR TRAVEL
Mileage at 0.35p/mile
CURRENCY
EXCHANGE RATE
AMOUNT IN £








£






£






£






£






£






£






£


--------------------

£

===========

2 - OTHER EXPENSES: (including Meals, Accommodation & Entertainment) 

DATE
NATURE OF EXPENSES
CURRENCY
EXCHANGE RATE
AMOUNT IN £





£





£





£





£





£





£





£





£





£





£


--------------------
£

============

TOTAL (1+2)
£

CODING SUMMARY

COST CENTRE

ACCOUNT

ACTIVITY

JOB

AMOUNT

1

























2

























3

























4

























5

























TOTAL
£

I certify that the above details are correct and all amounts claimed were incurred on authorised University business. I confirm that for payment in accordance with paragraph 2. of the procedure below, my payroll bank account details may be used.
Signature of the claimant: 





Date:

Line Manager: 






Date:

Senior Manager:






Date: 

PROCEDURE

1 All Claims must be in accordance with the University’s travel, subsistence, hospitality and expenses policy & procedure manual.

Copies can be obtained from: Head of Accounts Payable or viewed at the following url:

http://www.londonmet.ac.uk/staff/finance/pols_procs/pols_procs_home.cfm
2 All Claims for amounts in excess of £50 must be made on this form and will be reimbursed via BACS (from payroll records). Claims under £50 can be collected in cash from the Cashiers Office at Holloway Road (North) or Calcutta House (City).

3 Please note that all Claims will only be refunded to the maximum allowable limits as stated in the University’s Travel, Subsistence, Hospitality and Expenses policy.

4 All relevant (original) receipts must be attached to this claim form. Credit card receipts will not be accepted without a valid vat receipt.

5 All claims for reimbursement must be made within three months. Any claim made after this should be supported by a valid reason (authorised by your line manager).
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