


Personal Details

Please read attached notes carefully before completing and signing this form.  All reasonable travelling costs will only be reimbursed on the production of valid receipts. This form will be collected from you during the assessment, or may be posted at a later date to the address shown on the attached notes.

Assessment Attended:...……………………………………………………………………..………………………….…

Name:.............................................................................…………………………………………………………………

Address:................................................................................................................................................…………….

.................................................................................................          Postcode: .......................................……...…

All payments will be made directly into a nominated Bank Account.  Please provide full details below:

Name & Address of Bank/Building Society: ..............................................................................…..…………......

.....................................................................................................................……………...........................................

Account No: .............................................………....     Sort Code No: ........................................…………...........

I declare that the below claim is in accordance with the notes on Travelling and Subsistence issued to me by 

Royal Mail, and is the sole claim for expenses from any source made by me for the period stated below.

SIGNED: ................................................................…………. DATE: ...........................................………………...

Travel Claim
Mode of Travel (incl. mileage if by car)
Amount Claimed

Dates





Subsistence Claim
Specify Incidental Expenses
Amount Claimed

Dates





Total Amount Claimed





For Office Use Only

Budget Code: 


1664025


Checked and authorised by:




Date sent for processing:





Date Accounted for:







TRAVELLING AND SUBSISTENCE EXPENSES


CANDIDATES FROM THE UNITED KINGDOM & IRELAND





We expect you to travel by public transport and you should take advantage of any cheap fare facilities, e.g. Supersaver tickets or special rates. If you do travel by private motor vehicle, your expenses will be calculated at the rate of 14p per mile, but IF YOUR JOURNEY WOULD BE CHEAPER BY PUBLIC TRANSPORT, APPROPRIATE FARES WILL BE REFUNDED INSTEAD.







 
SUBSISTENCE CLAIM





When attending an Assessment all meals and accommodation will be provided for you.  If you are travelling over a normal mealtime and purchase a meal en route, reasonable costs will be reimbursed subject to production of vouchers/receipts.







 
CANDIDATES FROM OUTSIDE THE UNITED KINGDOM





Expenses incurred in travel from abroad to this country cannot be paid by the business.  If you are already an internal employee you may wish to consult your Staff Unit to see if you are eligible to be regarded as travelling on duty.  In accordance with Defence Council Instructions no travel at public expense is authorised for overseas candidates who are serving in HM Forces.





Whilst in this country candidates from abroad may receive travelling and subsistence expenses on the same basis as those living in the UK, but travelling expenses will be calculated as from the place of arrival in the UK.







 
PAYMENT





All candidates attending an Assessment will receive payment of their expenses directly into their Bank Account, therefore please ensure that your bank details are entered on the attached claim form





If you are posting your expenses claim, please send to:

Chris Adams

Royal Mail

2nd Floor 

Pond Street

SHEFFIELD

S98 6HR



Travel and Subsistence Expenses Claim Form








 FOR IMMEDIATE PAYMENT / REIMBURSEMENT
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