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(PLEASE COMPLETE USING BLACK INK AND IN BLOCK CAPITALS)


OVERSEAS FIELDWORK EXPENSES CLAIM FORM

TO BE COMPLETED BY STUDENTS WHO HAVE TRAVELLED ELSEWHERE WHILST ALREADY ON OVERSEAS FIELDWORK

NAME OF STUDENT:-
     
STUDENTSHIP REF NO:-
     
ACADEMIC INSTITUTION:-
     
Purpose of the visit:
     
Facility/Country visited:
     
Dates: (from): 
     
(to) 
     
	1. TRAVEL COSTS (receipts must be provided)

	Date
	From
	To
	Cost

	From
	Until
	
	
	

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	
	
	
	Total
	     


2. DETAILS OF OTHER CHARGES (receipts must be provided for all charges except meals)

	Details
	Cost

	     
	     

	     
	     

	     
	     

	Total
	     


3. Is the above charge inclusive of accommodation and subsistence (e.g. meals)? (Yes/No)       
4. ACCOMMODATION AND/OR SUBSISTENCE (receipts must be provided for accommodation)

	Date
	Details
	Cost

	From
	Until
	
	

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	Total
	     


5. DECLARATION:

I declare that the information given above is correct and that I have attached all appropriate receipts.

Student signature:…………………………………………

Email:
     
6. CONFIRMATION (please check that the above details are correct before signing):

I confirm that the above details are correct.

Signed:…………………………………...…(Supervisor)
Email:
     
Name:
     






Date:
     
___________________________________________________________________________________________________________

FOR OFFICE USE ONLY

	Exchange Rate: …………………………   Date: …………………
	TOTAL

	Travel
	£

	Other Charges
	£

	Accommodation
	£

	Subsistence
	£

	Sub Total
	£

	Advance Payment Made
	£

	COLA Adjustments
	£

	BALANCE / TOTAL
	£


	Processed:……………………………………………………..
	Date:……………………….

	Authorised:……………………………………………………
	Date:……………………….


