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LIVING YOUR BEST LIFE



HIGHER/FURTHER EDUCATION COURSE

EXPENDITURE REIMBURSEMENT FORM

PART A - PERSONAL DETAILS


Name

Section
Location

Job Title


PART B - COURSE DETAILS


University/College or F.E. Centre




Stage/Year

Course Title




Session


PART C - REIMBURSEMENT CLAIM
N.B. All claims must be accompanied by Receipts

Claim Period        From: _____________________  


To: __________________________

No Claim should exceed a period of 3 months

Details of Journey:  Bus, Train, Car or other please specify:


Excess Mileage

	1. From                      To

    Home         Establishment               
	2. From                    To

   Home        Employment
	Excess Mileage Claimed

(2-1)
	Amount Claimed

(Excess miles x 0.25p)

	
	
	
	


If the course is attended outwith normal working hours, please state home to establishment and return only.  In the event that you attend a twilight course and go to the establishment from work, you should deduct your normal travel home mileage from your journey.  (i.e. Employment to Establishment to Home and deduct your normal travel home mileage).
Exam Fees (receipts must be enclosed)
	Details
	Amount Claimed

	
	


Books (receipts and proof of essential reading materials from University / College / F. E. Centre must be enclosed).
	Title of textbook /Type of materials 
	Author
	Cost 


	Reimbursement 50% 

	
	
	
	


Please see overleaf for certification purposes.
PART D - CERTIFICATION

I certify that the amount above has been spent by me and I claim reimbursement and I certify that no prior claim has been submitted in respect of the above items.








STUDENT

I confirm that the above named employee is attending the stated course of studies and I approve their claim for reimbursement.








LINE MANAGER

Please complete all parts of the form and forward with the relevant receipts to: Corporate Services, Finance, Dower House, Dean Castle Country Park, Kilmarnock, KA3 1XB.  Scanned copies can be emailed to EALFinance@eastayrshireleisure.com
06/03/2020





Home Address

















RETAIN FOR:
2 years beyond end of academic year to which it applies

