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Academic quality standards and conduct 
Claim Form for Travel and Subsistence

	approved for payment

………………………………………………….

	
	
	
	
	
	A
	Q
	A
	
	
	
	
	


	Name:
	

	Address:
	

	
	

	E-Mail/Tel No:
	

	Department:
	

	Nature of Business:
	



TRAVEL EXPENSES

	Details of Journey 

Except for local journeys, public transport should be used, or alternatively, this claim restricted to
2nd class rail fare (vouchers should be attached where appropriate).


	Rail 2nd class/bus/taxi

Car mileage 45p per mile
	Date
	From
	To
	Miles
	Amount Claimed

	
	
	
	
	
	£

	
	
	
	
	
	£

	
	
	
	
	
	£

	
	
	
	
	
	£



OTHER EXPENSES 
	Description [Accommodation Allowance/Hotel/Meals/Other (please specify)]

(vouchers should be attached where appropriate)

Credit card flimsies or statements are not acceptable as proof of purchase.
	Amount claimed 

	
	£

	
	£

	
	£

	
	£

	
	

	
	

	OVERALL TOTAL
	£



Signature of Claimant:
Date:

Please Submit Completed Form (with reciepts) to: programmeconsultants@lancaster.ac.uk 
Account details for BACS payment             BACS payments will be credited directly to your account.  

	Name and address of bank or building society:



	Sort code:



	Account number (and roll number if building society account):



	Name on the account:





































