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	Application for Civilian Detached Duty Expenses Advance 
	 

	
	Only submit this form if you do not have access to the online form via HRMS
	

	
	
	


Please write in BLACK ink in BLOCK CAPITAL LETTERS inside the boxes.  *Mandatory Fields - must be completed
	*Section 1 – Personal Details

	Initials
	    
	Surname
	     
	Title
	    
	

	

	Address 
	     
	Forename(s)
	     
	

	

	
	     
	Contact Number
	     
	

	

	Postcode
	     
	Staff Number
	 
	 
	 
	 
	 
	 
	 
	

	


	Prior approval must have been obtained from your Line Manager/Business area for the visit which led to this Detached Duty Advance Claim.  The advance claim cannot be submitted more than 14 days in advance of the beginning of the Duty Period.  If the advance is for £2000 or over, or this advance takes your cumulative total of advances over this limit, then Section 4 will require completion by your approving officer.  If you intend to pay by Government Procurement Card (GPC) you must not apply for an advance.

Warning: If the required fields are not completed there may be a delay in this form being processed.




	Section 2 – Application for Civilian Detached Duty Advance (No more than one month’s travel)

	Is this Detached Duty advance for:                 UK
	 FORMCHECKBOX 

	or Overseas
	 FORMCHECKBOX 

	(please tick one)*

	I would like my Overseas Advance paid in Euros
	 FORMCHECKBOX 

	(only available for German bank account holders)

	Estimated costs of Duty   
	£
	
	
	 
	 
	 (
	 
	 
	   (to include accommodation, subsistence and travel)

	

	 *Beginning of Duty Period  
	 
	 
	 
	 
	 
	 
	 
	 
	*End of 

Duty Period
	 
	 
	 
	 
	 
	 
	 
	 
	

	
	

	*Destination
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 * Amount Requested     £
	 
	 
	 
	 
	 (
	 
	 
	

	*Explanation for advance (to include accommodation, subsistence, travel and purpose. Maximum 200 characters)

	
	     

	

	
	


	*Section 3 – Claimant Declaration

	By signing this form I declare that the information entered on this form is correct and allowances claimed are in accordance with current regulations. The forecast of expenditure will not exceed the sum that will necessarily become chargeable to the public in consequence of this journey. I undertake to submit a claim within 30 days of the completion of the visit. Where the claim is less than the sum advanced, a cheque for the balance will be attached to the claim and if duty is cancelled I will immediately send a cheque to DBS Civilian Personnel for reconciliation purposes. I undertake to repay any amount outstanding immediately in the event of my leaving the Ministry of Defence or any other MOD Agency. I agree that, if a claim is not submitted within 30 days; then the outstanding amount will be automatically recovered direct from salary by DBS Civilian Personnel, which could lead to being denied access to all e-claims in the future.
I understand that by applying for an advance I am authorising payment to myself of public money. I declare that the information contained in this form is correct. I understand that deliberate submission of a false application is a serious offence which can lead to dismissal and/or prosecution. Unsigned forms will not be accepted.


	Signature
	     
	Date
	 
	 
	 
	 
	 
	 
	 
	 
	

	


	*Section 4 – Approving Officer’s Justification (B2 and equivalent or above)

	Justification (maximum 500 characters)

	
	     
	

	

	Approving 

Officers Signature
	     
	Date
	 
	 
	 
	 
	 
	 
	 
	 
	

	

	Print Name
	     
	Approving Officers Staff/Service Number
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	In accordance with the Data Protection Act 1998, the Ministry of Defence will collect, use, protect and retain the information on this form for the purpose of exercising or performing rights and obligations in connection with employment including the protection of management information, which will be collected centrally.  If you have any concerns you should advise the People Service Centre (PSC).



	Section 5 – What to do next

	Send this form 

	By post to: Defence Business Services, RMDT, Oak Building, Mail Point #6030, MOD Abbey Wood, Bristol, BS34 8QW.

	Only submit pages 1 & 2 of this form – do not use staples or attach further information in any other way. 

	Faxed copies of this form will only be accepted in exceptional circumstances 9352 71579 (Mil) or 0117 9319579 (STD).

	Thank you


	Guidance 

	The following guidance should help you complete the Application for Civilian Detached Duty Expenses Form.  Please read the notes carefully before completion.


	*Section 1 – Personal Details - These are the details of the person who is claiming for civilian detached duty expenses.

	Initials
	Enter the initials of your forename(s).

	Surname
	Enter your surname.

	Title
	Enter your title i.e. Mr, Mrs, Miss, Ms, etc…

	Forename(s)
	Enter your forename(s).

	Address 
	Enter your address.

	Postcode
	Enter the postcode of your address.

	Contact Number

	Enter a contact number.

	Staff No.
	Enter your staff number (employee ID).

	Section 2 – Application for Civilian Detached Duty Advance 

	Officers who are liable to incur expenses while on detached duty in the UK or Overseas may apply for an advance of estimated expenses (subject to limitations) within 14 days of the duty start date.

	Where an advance has been issued, a claim for the expenditure must be made to DBS Civilian Personnel on ‘HR Form 305: Claim for Civilian Detached Duty Expenses’, even if the amount of the expenditure is exactly the amount of the advance and the net claim is zero. This is to provide an audit trail to show how public money has been used and also to enable correct accounting. An advance is a loan and is only cleared when a proper claim has been made.


	Where the claim is for less than the sum advanced a cheque for the balance must be attached to the claim form. Cheques should be made payable to: ‘The Accounting Officer MOD’ and crossed “Public Sub Account 4902”.


	*UK or Overseas

	Select the appropriate checkbox.

	Overseas Advance paid in Euros
	Select this box if you wish your advance to be paid in Euros. (Only available for German Bank Account Holders).


	*Beginning of Duty Period
	Enter the start date of your period of duty.

	*End of Duty Period
	Enter the date your period of duty is to end.

	*Amount Requested
	Enter the amount requested.

	*Explanation for advance
	Enter the reason for the advance including accommodation, subsistence and travel costs as well as the purpose.



	*Section 3 – Claimant Declaration

	Signature
	This is your declaration to confirm that the information you are providing is accurate. 
Unsigned forms WILL NOT be accepted.

	*Section 4 – Approving Officer’s Justification (B2 and equivalent or above)

	Justification
	This section MUST be completed by your approving officer to justify the necessity for you to claim an advance of £2000 or over, or similarly to justify the necessity for the cumulative total of your advances to exceed the £2000 limit.

	Approving Officers Signature
	Unsigned forms WILL NOT be accepted.

	Date
	Enter the current date.

	Print Name
	Please print Approving Officers name.

	Approving Officers Staff/Service Number
	Enter Approving Officers staff/service number.





�
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