
N a m e  : I n s e r t  N a m e E m p l o y e e  Co d e: I n s e r t  Co d e

You may only claim your travel where: You are at a site or expect to be at a site for less than 2 4  months  .  

1. F i l l  i n  y o u r  D A I LY  B U S I N E S S  ONLY  m i l e a g e  a n d  f a x  t o  u s  w e e k l y  b y  We d n e s d a y  1 0 a m .  P l e a s e  p o s t  o r i g i n a l s  t o
t h e  offi c e

2 . F o r  o t h e r  t r a v e l  c o s t s ,  p l e a s e  n u m b e r  a l l  o r i g i n a l  r e c e i p t s  a n d  s e n d  t o  4 P a y  L t d  w i t h  No n - M i l e a g e  E x p e n s e s
f o r m .

 Please Note  t h a t  i t e m s  c l a i m e d  w i t h o u t  a  r e c e i p t  a r e  n o t  d e d u c t a b l e  u n d e r  I n l a n d  R e v e n u e  r u l e s .
3. Yo u r  w o r k  jo u r n e y  m u s t  b e  t h e  m o s t  d i r e c t  r o u t e  a n d  t h e  e x a c t  m i l e s  t r a v e l l e d .
4 . P o s t c o d e s  a n d  to w n s  m u s t  b e  e n t e r e d .
5 . S i g n  a t  t h e  b o" o m  t o  c o n # r m  a l l  d e t a i l s  a r e  c o r r e c t .

D a t e
S IT E  LOC ATION A N D  J O U R N E Y  D ETA I L S  M U ST B E  E NT E R E D,

S T AT ING TOWNS  &  PO STCOD E S .  TH E  WORDING VA R IOU S  S IT E S  WIL L  NOT B E
ACC E P T E D

TOTA L
B U S I N E S S

M I L E S
D R IV E N

Example
0 1/0 1/ 2 0 0

8

FROM =  S o u t h a m p t o n ,  SO1 5  2 A H         TO =  B a s i n g s t o k e ,  R G 2 1  4 A H
FROM =  B a s i n g s t o k e ,  R G 2 1  4 A H          TO =  S o u t h a m p t o n ,  SO1 5

2 A H         6 3

M o n d a y
/   /  

Tu e s d a y
/   /

We d n e s d a
y

/   /
$ u r s d a y

/   /

F r i d a y
/   /

S a t u r d a y
/   /

S u n d a y
/   /

To t a l  M i l e s  f o r  We e k  E n d i n g :  

Ve h i c l e  D e t a i l s; -  (If  y o u r  v e h i c l e  d e t a i l s  c h a n g e  p l e a s e  a m e n d  t h e m  o n  t h i s  f o r m)

M a k e I n s e r t  M a k e M o d e l I n s e r t  M o d e l R e g i s t r a t i o n  No  I n s e r t  R e g  N E n g i n e (c c)  I n s e r t  E n g (c c)

I n l a n d  R e v e n u e  a p p r o v e d  m i l e a g e  r a t e s Ve h i c l e U p  t o  1 0 , 0 0 0  M i l e s Ov e r  1 0 , 0 0 0  m i l e s
M o t o r  c a r s  &  v a n s 4 0 p 2 5 p
M o t o r c y c l e s 2 4 p 2 4 p
P e d a l  Cy c l e s 2 0 p 2 0 p

NOT E  t h a t  c l a i m s  w i t h o u t  t h e  r e q u e s t e d  d e t a i l  m a y  b e  d e l a y e d  i n  p r o c e s s i n g  o r  i n  s o m e  c i r c u m s t a n c e s  r e t u r n e d  u n p r o c e s s e d .

Daily Travel Expense Claim Form

4 P a y  L t d
5 6 a  L o n d o n  R o a d
S o u t h a m p t o n ,  H a m p s h i r e ,  SO1 5  2 A H
Te l: 0 8 4 5  3 6 7  0 2 2 0  F a x :  0 8 4 5  3 6 7  0 2 2 1
E m a i l:  i n f o@ 4 p a y l t d . c o. u k  We b s i t e:  w w w. 4 p a y l t d . c o. u k



Declaration: I declare that I have read and understood the expenses policy accompanying this expense claim form and I declare that the above expenses
were incurred wholly, exclusively and necessarily in the performance of my duties.

SIGNED…………………………………………………………………………………………………… DATE……………………………………………………………………………
UNSIGNED EXPENSE CANNOT BE PROCESSED


