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STUDENT EXPENSES CLAIM FORM

To Be Used for All Student Travel Expenditure to be Reclaimed

	

	STUDENT DETAILS

	Full Name
	     

	Address
	     

	Course
	     

	Branch
	     

	Intake
	     

	Telephone Number
	     

	e-mail address
	     

 FORMTEXT 
     

	Reason for and Dates of visit
	     

	Bank Account Number
	

	Bank Sort Code
	

	
	

	EXPENSES CLAIMED
	£

	Training Course Fees (give details): 
	     
	     

	Student Mileage (normal rate is 40p per mile)
	     
	miles @
	     
	p per mile
	     

	
	     
	miles @
	     
	p per mile
	     

	
	

	TRAVEL DETAILS

	Date
	From
	To
	Type

(Rail/Taxi etc)
	

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	
	

	OTHER EXPENDITURE

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     

	
	

	TOTAL EXPENSES CLAIMED
	     

	

	CHARGING DETAILS AND AUTHORISATION

	Cost Centre
	     

	Internal Order
	     

	I certify that all expenses claimed were actually and necessarily incurred whilst on

authorised University business and I have attached receipts for all items except mileage

	Signature of Student
	………………………………………………………………….……………

	Authorised By (Sign)
	……………………….………………………………………………………

	Student’s Administrator to authorise.  Dean of School/Director of Service required for overseas travel.

	Authoriser to Print Name and Date
	


