	North Wealden Community Transport Ltd Staff Expenses Claim Form

Use this form for all reimbursement claims including travel, subsistence and other relevant expenses.

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	For car mileage claim the North Wealden Community Transport Partnership Ltd  rate is 40p per mile 

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Surname
	
	
	Staff/Payoll Number
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	Forename
	
	
	Designation
	

	Travel & Subsistence 
	NOTE:  RECEIPTS MUST BE PROVIDED
	
	
	
	
	

	date
	journey
	purpose of journey
	Mileage
	total

travel

£
	subsistence

£
	
	NWCTP Ltd

Salary use only



	
	from
	to
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	Carry forward totals to summary
	
	
	
	


Continued  overleaf..../

	Other Expenses

Please give details of any other expenses and  specify all relevant details (.e  training , supplies)

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	TOTAL
	
	


	Signature of Claimant
	
	Signature of Operations Manager

	I certify that this claim is correct and in accordance with current travel expenses claim regulation.
	
	All expenses included on this claim were necessary and authorised.

	Signed
	
	
	
	Signed
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	Date
	
	
	
	Date
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	This form must be returned to the Operations Manager at the end of the month to ensure prompt payment.


