Business Innovation & Skills





T&S (OS)





(Travel overseas – Non Taxable)

OME

Overseas Travel and Subsistence Claim for Review Body Members

Completed claims should be sent to OME for approval and onward transmission to AMEY Plc 7th Floor Clarence House Clarence Place Newport NP19 7AA

Section 1 – Claimant’s Details
For processing purposes, if either your claimant details or bank/building society details have changed since your last claim, please tick this box: □
Full Name:

Chairman / Member:

Home Address:



Contact Tel No:

National Insurance Number:

Name of Review Body
	Section 2 – Exchange Rates



	Country of Travel
	Currency
	Exchange Rate to £

	
	
	

	
	
	

	
	
	


Section 3– Travel Overseas (UK Travel to be recorded in Section 6)
You should provide full details of your journey, and receipts should be attached. For mode of travel please use one of the following codes:

A   – Air






R1 – Rail 1st Class

B   – Bus






R2 - Rail Standard

C  – Private Car – Standard Rate 40p per mile


B -   Bicycle 20p per mile

C – Private Car – Lower Standard Rate 25p per mile         
T - Tube

M  – Motor Cycle – 24p per mile



TX  - Taxi
	Journey Details
	
	Vehicle
	Fares/

Other 
	Currency
	Sub Total £

	Date
	From
	To
	Mode
	Rate
	Miles
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	Total £
	


Section 4 – Purpose of travel – Please say why it was necessary to make this journey and explain any use of taxis.

Section 5 – Subsistence Overseas (UK Subsistence and “Overseas Incidental Rate” to recorded under Section 6)

Day Subsistence and Overnight Stays

The subsistence rate for each overseas country varies and your Secretariat team will advise you on the appropriate rate for each country visited.  Start and end time for overseas subsistence calculations should be based on arrival and departure times in the overseas country.  Where meals and/or accommodation are provided the 24hr subsistence rate will need to be abated. Where you are accommodated by HM Forces it may well be that only the incidental expenses allowance is payable. 

For travel within the UK before or after an overseas visit, or for meals purchased on the flight, you are entitled to claim the actual cost.  Details should be recorded in Section 6.

	Date
	Arrive Time
	Depart Time
	Fixed

Rate


	Bed and Breakfast
	Currency
	Sub Total £
	Remarks

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	Total £
	
	


	Section 6 – Incidentals and other Sterling expense

An Incidental Expenses Allowance of £10.00 can also be claimed where there is an entitlement (or notional entitlement) to an overseas B&B allowance. This allowance is for newspapers, telephone calls home, laundry and drinks which would not otherwise be met.

You must give the reason for any exceptional expenditure (e.g. purchase of a meal on an ‘actual’ basis) and any receipts must be attached.

Taxi fares may be reimbursed but only in the following circumstances: 

·
For journeys for which there is no other suitable method of transport; or 

·
When heavy luggage has to be transported to or from stations; or 

·
Where a saving of official time is important and can be demonstrated. 

All claims for taxi fares must therefore state clearly the reason for their use under Section 4 and be supported by receipts.

Taxis used for any other reason are to be agreed in advance with the secretariat.




	
	Total £
	

	Number of nights for UK incidental rate:
	
	
	

	Number of nights for Overseas incidental rate:
	
	
	

	Other expenditure
	
	

	Total £
	
	

	Give details of all other expenditure:




	Section 7 – Fees

Day Allowances
A daily fee may be claimed for duties performed on official business. The rates are as follows; Chairman £350.00 Members £300.00.  Secretariats will notify the Payments Team separately about fees but you need to indicate below for which days you are claiming a full days fee payment.

	Qualifying Date
	Activity qualifying for fee

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	Total number of days fees claimed 
	
	


Section 8 – Method of Payment  (only complete for first claim or where bank details have changed)

Direct to Bank/Building Society          

Name:

Address:

Bank Account Holders:

Sort Code:




Account Number:

Section 9 – Claimants Declaration

I declare that the expenses detailed above are correct in accordance with DTI regulations and were actually and necessarily incurred by me on Review Body business. I have not previously claimed for any item on this claim. All receipts are attached and explanations of expenditure are given.

Signed: __________________________________Date: _______________________

	For OME and AMEY use only


Section 10 – Total Claimed and Cost Allocation 

	Description:

UK Rail Fares
	NAC:

214310
	Cost Centre:

5001
	Programme Code

RCDEV
	Analysis Code


	Amount £



	Description:

UK Air Fares
	NAC:

214320
	Cost Centre:

5001
	Programme Code

RCDEV
	Analysis Code


	Amount £



	Description:

UK Taxis
	NAC:

214330
	Cost Centre:

5001
	Programme Code

RCDEV
	Analysis Code
	Amount £

	Description:

UK Mileage
	NAC:

214440
	Cost Centre:

5001
	Programme Code

RCDEV
	Analysis Code


	Amount £



	Description:

UK Hotels
	NAC:

214350
	Cost Centre:

5001
	Programme Code

RCDEV
	Analysis Code


	Amount £



	Description:

UK Subsistence
	NAC:

214460
	Cost Centre:

5001
	Programme Code

RCDEV
	Analysis Code


	Amount £



	Description:

Other UK T&S
	NAC:

214370
	Cost Centre:

5001
	Programme Code

RCDEV
	Analysis Code


	Amount £



	Description:

Entertaining UK
	NAC:

214510
	Cost Centre:

5001
	Programme Code

RCDEV
	Analysis Code
	Amount £



	Description:

Rail Fares Overseas
	NAC: 

214410
	Cost Centre:

5001
	Programme Code

RCDEV
	Analysis Code


	Amount £



	Description:

Air Fares Overseas
	NAC: 

214420
	Cost Centre:

5001
	Programme Code

RCDEV
	Analysis Code


	Amount £



	Description:

Taxis Overseas
	NAC:

 214430
	Cost Centre:

5001
	Programme Code

RCDEV
	Analysis Code


	Amount £



	Description:

Hotels Overseas
	NAC:

 214450
	Cost Centre:

5001
	Programme Code

RCDEV
	Analysis Code


	Amount £



	Description: Overseas Subsistence
	NAC: 

214460
	Cost Centre:

5001
	Programme Code

RCDEV
	Analysis Code


	Amount £



	Description:

Other Overseas T&S
	NAC: 

214470
	Cost Centre:

5001
	Programme Code

RCDEV
	Analysis Code
	Amount £



	Description:

Entertaining Overseas
	NAC:

214610
	Cost Centre:

5001
	Programme Code

RCDEV
	Analysis Code
	Amount £




Section 11 - Countersigning officer’s Declaration

I am authorised to countersign by my Directorate. I have ensured that the necessary abatements have been made. The work to which the claim relates was authorised. Receipts are attached and explanations of expenditure are given. The claim form is correctly completed.

Signed: _____________________________________________Date: _________________

Name:   ____________________________________ Tel No: __________________                                        
Section 12 AMEY Use Only

Date Received: ____________Date Paid: ___________Voucher No: _______ Authorised by:                                         
DEC 2007

