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PLEASE USE BLOCK CAPITALS IN ALL SECTIONS
**These fields are mandatory and are to be completed in all cases.
PLEASE NOTE THAT THIS CLAIM MAY BE RETURNED IF ALL RELEVANT SECTIONS ARE NOT FULLY COMPLETED WHICH MAY THEN MISS THE PAYROLL DEADLINE.   ALL CLAIMS SHOULD REACH THE SCHOOL’S PAYROLL PROVIDER BY THE DATE ADVISED FOR ACTION

	SERVICE AREA DETAILS**                           


	NAME OF SERVICE AREA:


	     
	POST TITLE:


	     


	EMPLOYEE DETAILS**


	SURNAME:


	     
	FORENAMES:


	     

	NI NUMBER:

(IF KNOWN)
	     
	PAYROLL NUMBER: (7 digits 1 ALPHA) (See payslip)
	     


	USER DETAILS **(PLEASE TICK RELEVANT BOX)


	 FORMCHECKBOX 
  CAR/VAN.                     FORMCHECKBOX 
  MOTORCYCLES. 

 FORMCHECKBOX 
  BICYCLE.                    FORMCHECKBOX 
   PUBLIC TRANSPORT.



	CAR DETAILS **


	MAKE/MODEL:      



	VEHICLE CC:      
	VEHICLE REGISTRATION:      


	CLAIM SUMMARY DETAILS – Please complete full details of claim on a mileage log sheet (to be retained by school)


	PERIOD COVERED (date)

     

	MILES CLAIMED:  

      
(this is your official Business mileage AFTER your home to office and SLMG in-county mileage has been deducted)
	PUBLIC TRANSPORT COSTS:

£     
(this is any costs incurred using public transport for business travel (please note you may be required to produce your ticket/s for audit purposes)) 


I claim the above mileage as having been driven on official business and in compliance with the Councils rules as detailed overleaf.  

I hold a current driving licence authorising the use of the vehicle and a Motor Insurance Policy extended to cover the use of the vehicle for business use on behalf of the Council.
	Signature of claimant **:      
	Extension No:      

	Print Name:      
	Date:      


I certify that in my opinion the miles claimed and as shown on the mileage log, were made whilst on necessary official Council business and the mileages shown are reasonable.  

N.B Actual Log sheets and VAT receipts should be retained by the school.  These are not required by the payroll provider

	Line Manager Authorisation **:      
	Extension No:      

	Print Name:      
	Date:      


	The information contained in/on this document/form is confidential and may also be privilege.  It is for exclusive use of the addressee/s. This information is used solely to enable Nottingham City Council to perform its obligations under contracts of employment.  If you are not the addressee, please note that any distribution, copying, or use of this message and information is prohibited.  If you receive this information in error, please advise the sender immediately and delete/destroy it immediately.
	Please return completed form to: East Midlands Service Centre

Or alternative payroll provider (as appropriate)




This form should be used to claim all types of business travel.  Please ensure you complete all fields, each part should be self-explanatory but guidance is listed below for clarification.

SERVICE AREA DETAILS

Please indicate your Service Area.  
Post Title is the name of the job you do.   
EMPLOYEE DETAILS

Full Name, National Insurance Number and Pay Number are required here.

Your National Insurance Number can be found on the top left hand side of your pay advice/slip.  The format of a National Insurance number is: two letters, six numbers followed by one letter, e.g. NC 12 34 56 C 

Your Pay Number can be found in two places on your pay advice/slip.  Just above the National Insurance number and on the front of your advice/slip above your name.  The format of a pay number is: seven numbers and one letter, e.g. 1234567A.  If you can’t find it - ask your manager. It is also located on the absence recording system, CARS, possibly as contract number.

USER DETAILS

This is the type of travel user you are either Car/Van/ Motorcycle/Public Transport/ Cycle
If you are using your bicycle for business journeys i.e. from office to office during working hours, you can claim an allowance and would tick the bicycle box.

If you are claiming public transport i.e. bus or rail fare you should tick the public Transport costs box. (Please note that bus or train ticket will need to be included)

CAR DETAILS

Accurate details of your car are required to enable us to process your claim and ensure we provide details of your category to the Inland Revenue.  

Please ensure you show the actual cc of your vehicle (this can be found on your Vehicle Registration Document). 

CLAIM SUMMARY DETAILS

Period Covered (date) is the whole period relevant for this particular claim.

Miles claimed is the total amount of miles for the period covered.

Public Transport Costs is the total amount you are claiming for Bus and/or train fare supported by the travel ticket(s).

Signature fields of Claimant and Line Manager must be completed in full i.e. Printed Names, Phone Extension Numbers, Signatures and Date of Signing. 

Before approving journeys or signing claim forms Managers should have ensured that the amount claimed was the cheapest form of transport for the journey(s) claimed or be in a position to justify why a cheaper form of transport was not utilised.

Please return the form to:

East Midlands Service Centre

or alternative payroll provider (as appropriate)
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