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EXPENSES CLAIM FORM for External:-

Non Staff & Non VL

(Green Paper)

Please take a copy for you personal records

	Your Full Name


	Address


	Category:   Assessor
	
	 Visiting Speaker
	
	Other (please specify)
	

	****Please quote the department at YSJ who has agreed to fund these expenses****
	


Please note: all sections of the form must be completed in full, providing all the relevant information. 

Please attach all relevant receipts to this form. Forms which have not been approved will be returned

	Mileage – Total claimed (per overleaf)
	£

	
	
	
	
	
	

	Date
	Receipt No*
	Other Expenditure incurred (not mileage)
	Amount £

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	

	*Endorse receipt with number
	Total Claimed
	£


	I certify that the whole of this claim relates to expenses incurred on University business only.  Where mileage allowance has been claimed I certify that an appropriate certificate of insurance for business use and road fund license were operative throughout the period covered by the claim, and that the vehicle was roadworthy and covered by a current MOT certificate.  I also certify that no other claim has been submitted in respect of the above.
Claimant’s Signature                                                                            Date



	This section to be completed by authorised signatory at
York St John University.  Name & Position (e.g. Head of Faculty)

	Sign
	

	
	Date
	

	Account to be charged
	Project Code

(if applicable)
	Amount     £
	This section is for Finance use only.             

	                / 4170
	Mileage (& subsistence)
	
	
	

	                / 4200      
	General
	
	
	

	
	
	
	
	


Continued from Overleaf

	MILEAGE

	Date
	Mileage:- Purpose of Journey 
	From and To
	Rate per mile
	No. of Miles
	Amount Claimed £

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	Total (enter overleaf)
	£


Mileage allowances for the use of private cars by individuals are as follows:

	For the first 50 miles of each journey
	40p per mile

	Thereafter
	25p per mile


A rate of 2p per mile is paid for one passenger and 1p per mile for each additional passenger carried on official business.

What is a journey?  A return journey is classed as one journey e.g. traveling from A to B at 60 miles, then returning from B to A at 60 miles is a total journey of 120 miles.  This will be paid as 50 miles at 40p per mile then 70 miles at 25p per mile.

Subsistence Rates Up to a maximum of:

	Breakfast
	Up to £6.00
	(if travel before 7.30am)

	Lunch
	Up to £8.00
	(if travel before 10am and continuing after 2pm)

	Dinner
	Up to £12.00
	(if travel after 8.30pm)  


Reimbursement of subsistence claims will be dependent on the submission of original VAT receipts. Debit or Credit Card vouchers will not be accepted.
	Use of Individual’s Cars on University Group Business
Before using their own car for University travel purposes, each individual must take the precaution of obtaining confirmation from their own insurance company that his or her motor policy covers the following:

· Use by the individual, in person, on behalf of the University.

· The carriage of trade goods where University goods are transported.

· Individuals must also ensure that the receipt of a mileage allowance for use of their vehicle on the University’s behalf does not invalidate their insurance.
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