
C
um

ulative
business

m
iles

brought
forw

ard:

B
usiness

m
iles

this
claim

:

C
um

ulative
business

m
iles

carried
forw

ard:

C
laim

for
reim

bursem
entof

travel/
subsistence

expenses

Form
N

o.FI.3(a)(July
2008)

In
co

m
e

an
d

P
aym

en
ts

o
ffice

–
Telephone

extension:2162

O
rderN

um
ber

A
ccount

C
ostC

ode
C

r.
£

p

Icertify
thatthe

above
expenses

w
ere

properly
incurred

on
U

niversity
business

S
ignature:

D
ate:

P
aym

entto
be

m
ade

to:(block
capitals)

N
am

e:
D

ept./section:

A
ddress

(please
com

plete
ifN

O
T

a
m

em
berofstafforstudent)

E
xpenditure

approved
by:

A
uthorised

S
ignatory

Travel
S

u
b

sisten
ce

O
th

er
Jo

u
rn

ey
P

u
rp

o
se

o
f

P
u

b
lic

tran
sp

o
rt

P
rivate

car*
Jo

u
rn

ey
C

lass
o

f
N

o
.o

f
D

ate
F

ro
m

To
Travel

A
m

o
u

n
t

M
iles

A
m

o
u

n
t

D
etails

A
m

o
u

n
t

D
etails

A
m

o
u

n
t

£
£

£
£

£
£

£
£

To
talo

f

claim
£

N
o

te:
P

ublic
transportrates

w
illbe

paid
unless

reasons
forthe

necessary
use

of

private
carare

given
below

(see
notes

overleaf).

To
b

e
co

m
p

leted
b

y
claim

an
t

To
b

e
co

m
p

leted
b

y
D

ep
artm

en
t/S

ectio
n

Lease
car

an
d

p
rivate

car
u

sers
o

n
ly

B
efo

re
co

m
p

letin
g

th
is

fo
rm

p
lease

see
o

th
er

sid
e

fo
r

n
o

tes
an

d
ap

p
ro

ved
rates

an
d

th
e

p
ro

d
u

ctio
n

o
f

receip
ts

fo
r

exp
en

d
itu

re
in

cu
rred

.
R

efer
also

to
B

en
efits

an
d

E
xp

en
ses

P
ro

ced
u

res
M

an
u

al

W
hite

–
Finance

P
ink

–
S

taff
B

lue
–

D
epartm

ent




