
DORSET FIRE & RESCUE SERVICE

Travelling and Subsistence Claim - Volunteers
(BLOCK CAPITALS PLEASE)
Initials & Surname 

Service 


Home Address 

Position held 




Normal centre of duty 




Post Code 

Claim for month of 


Type of vehicle used, eg Car, Motorcycle, etc.

Reg No.  __________________  cc rating 

	In relation to the transactions overleaf, I certify that:
(i) the journeys have been undertaken necessarily and that the entries are correct; 

(ii) I currently hold a full valid driving licence and that I am insured to drive the above vehicle on the business of Dorset Fire & Rescue Service (see note 5 below);  


	Approved for payment:  In relation to the transactions overleaf, I certify that the mileages and subsistence appear reasonable.

    __________________________

Line Manager’s Signature   
	Subsistence rates, fares, etc. have been checked, and corrected as appropriate.

	
	
	

	


	


	



	Claimant's Signature
	Line Manager’s Name
	Financial Services

	Date  
	Date
	Date


GUIDANCE NOTES FOR COMPLETION OF THIS FORM
1.
A valid VAT receipt for fuel should be attached to the reverse of the form.

2.
Full details of the claim should be completed on the reverse, and must include:


i.
Sufficient detail of each place visited, to enable headquarters staff to verify mileages;


ii.
The names of passengers carried (if applicable), in addition to the business transacted;


iii.
Times, and these should relate to the time that each journey (rather than the duty) commenced and finished.

3.
Receipts are required in support of relevant claims, e.g. claims for subsistence, accommodation or other expenses.

4.
For subsistence claims please indicate which allowance you are claiming, e.g. B = breakfast, L = lunch, T - tea,   E = evening meal.

5.
By signing this section you are confirming that any penalties on your driving licence do not preclude you from driving and that your current insurance company has given you permission to use your vehicle for voluntary work.  If unsure please check with your insurance company.  You are also confirming that the vehicle used is roadworthy and has a valid MOT certificate.

.................................................................................................................................................................................................

PAYMENTS SECTION USE ONLY
	Mileage allowances per month
	
	ANALYSIS CODE
	£
	p

	_____ miles @ _____ per mile
	
	
	
	Serv.
	Main
	Unit
	Sub
	Vat
	
	

	_____ miles @ _____ per mile
	
	
	
	
	
	
	
	
	
	

	_____ miles @ _____ per mile
	
	
	
	
	
	
	
	
	
	

	Total
	
	
	
	
	
	
	
	
	
	

	Telephone calls
	
	
	
	
	
	
	
	
	
	

	Fares
	
	
	
	
	
	
	
	
	
	

	Subsistence
	
	
	
	
	
	
	
	
	
	

	Out of Pocket Expenses
	
	
	
	
	
	
	
	
	

	Total amount of claim
	
	
	
	
	
	
	Net
	
	

	
	
	
	
	
	
	
	VAT
	
	

	
	
	
	
	
	
	
	Total
	
	


	PAYEE NO.
	DOCUMENT NO.
	DATE
	INPUT BY

	
	
	
	


	Particulars of Journey
	Expenses

	Date
	Place


	Place


	Business Transacted
	Times
	Mileage
	Telephone calls made
	Fares
	Subsistence

	
	Travelled from
	Travelled to
	Further details
	Start
	End
	
	Telephone no
	Duration

(mins)
	£
	P
	code
	£
	P
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