[image: image1.jpg]SCATTISH ™

STUDENT
SPORT

ACTIVE - COMPETITIVE - INNOVATIVE





OFFICIAL SSS EXPENSES CLAIM FORM

Section 1 – personal and event details (block capitals please)
	Name
	

	Telephone
	

	Address 1
	

	Address 2
	

	Address 3
	

	Post Code
	

	Email
	

	Event
	

	Venue
	

	Date
	


Section 2 – bank details for BACS payments (block capitals please)
	Name on account
	

	Sort Code
	

	Account number
	


Section 3 – breakdown of expenses incurred (block capitals please)

	Cost type
	Description
	Amount claimed (£)

	
	
	

	Road travel (1)
	
	

	
	
	

	
	
	

	Rail travel 
	
	

	
	
	

	
	
	

	Air travel (2)
	
	

	
	
	

	
	
	

	Other expenses
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	TOTAL 


Notes

(1) For road travel allowances please see Section 5
(2) Please note that air travel will only normally be considered if it is shown to be the cheapest method of travel

Section 4 – how to make your claim
Please send the completed form and relevant supporting receipts to the SSS Office. 

All approved expenses will be processed within 7 days of receipt. Please note that failure to include relevant receipts may result in non-payment.
Payment can be made by cheque or BACS so please include your bank details if you would like us to pay straight into your account.

If you have any queries about expense claims, please do not hesitate to contact the SSS office.

Section 5 – road travel allowances  

Standard Car User (all mileage rates are pence per mile)

	Vehicle Type
	Up to 10,000
business miles
per year

	Cars & Vans
	30p

	Motorcycles
	15p

	Bicycles
	20p


Regular Car User (SUS staff only)
	Vehicle Type
	Up to 10,000
business miles
per year

	Cars & Vans
	45p

	Motorcycles
	24p

	Bicycles
	20p


Passenger Rate
· 5p per mile for the first passenger 

· 2.5p per mile for each subsequent passenger, up to a maximum of three passengers, per vehicle, per journey. 
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