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Expense Claim Form


           




 PS102 REV 2017
Return form to: Payroll, PO Box 1248, Bradford, BD1 9YU

	Claim For Period Ending……………………………..
	
	Employee Number………………………...……….

	
	
	

	Employee Name……………………………….………..              
	
	Position……………...………………………………..

	Department/Business…………………………………..
	
	Cost Centre ………………………………………….  

	Division………………………...…………………………
	
	


N.B. Please attach VAT receipts for all claims and ensure you understand that limits apply to some of the expense types – these cannot be exceeded. 

	Expense Type
	Details
	Date
	Vat / Non Vatable 
	Amount (£) 

	Proffesional Fees
	
	
	
	

	Car Rental – Fuel 
	
	
	
	

	Eye Test
	Max £25
	
	
	

	Legal Fees – Moving Residence
	Relocation only
	
	
	

	Lodging
	Relocation only
	
	
	

	Lodging Allowance  
	Relocation only
	
	
	

	Bed and Breakfast
	Max £30.97
	
	
	

	Parking
	
	
	
	

	Settling In Allowance
	Relocation only
	
	
	

	Spectacle Contribution
	Max £50 - basic frames & lenses
	
	
	

	Taxi / Bus Fares
	
	
	
	

	Train 2nd Class 
	Less than £20 only
	
	
	

	Redfern Travel must be used for all rail travel bookings of £20 or over.

	The following should be booked with Redfern Travel through Bradford Councils’ authorised booker on ext 3811 and can not be claimed as a personal expense

	Flight
	Can not claim on ESS
	
	
	

	Hotel
	Can not claim on ESS
	
	
	

	Total expenditure claimed: 
	£


Declaration: I confirm that these expenses have been wholly, exclusively and necessarily incurred in the course of authorised business duties and that the expenditure is reimbursable. I also note that any duplicate payment or payment made in error will be notified to me in writing and I agree that such payment may be deducted from my next month’s salary. Please note that it would be fraudulent if an employee claimed incorrect expenses or amounts in excess of the maximum set as per council terms & conditions and audit regulations – it is your managers’ responsibility to monitor this.

	Signature of applicant………………………………………………………………….…
	
	Date………………...

	
	
	

	Authorised by (signature)………………………………………………………………… 
	
	Date………………...

	
	
	

	Print name.………………………………………………….……………………..…
	
	


V4 May 2017

