(For New Students)


[image: image1.png]THE CHURCH
OF ENGLAND




APPLICATION FOR REIMBURSEMENT OF TRAVEL EXPENSES

	Name 
(block letters)
	
	Course
	

	Address
	

	

	


Please enter the journeys undertaken in connection with your course.  Claims are normally submitted at the end of each academic year, but may be submitted on a termly basis if preferred. Please provide descriptions of all journeys made including mode of transport, start and finish points, mileage distance if driving, and reason for travel. If taxis have been used please state why other transport was not possible.
You may group journeys together into weekday class sessions, residential weekends, placements, summer schools, etc. (e.g. 10 week-day class sessions in Salisbury, round trip 36 miles, total = 360 miles). Mileage up to 5,000 miles is paid at 45p per mile and over 5,000 miles is paid at 30p per mile.

Reimbursement of expenses is after the deduction of any initial travel advance and if the claim is for less than the initial travel advance there will be nothing to be paid to you at that stage.
The form should be counter-signed by your Course Principal or Vice-Principal and sent to your appropriate Diocesan Officer.
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	Public transport      or
	Mileage

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	Total
	
	


	Spring Term
	Public transport      or
	Mileage

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	Total
	
	


	Summer Term
	Public transport      or
	Mileage

	
	          
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	Total
	
	

	
	
	

	Total Year
	
	


	
	
	Office use only:
	

	Signature of ordinand
	
	Mileage ______m @  30.0p
	£          .

	
	
	Mileage ______m @  45.0p
	£          .

	
	
	Public transport
	£          .

	Signature of Principal or Vice-Principal
	
	Initial grant
	£          .

	
	
	TOTAL
	£          .



Please ensure that claims being made at the end of the academic year are submitted by December at the latest








