WEST LOTHIAN COUNCIL - EDUCATION SERVICES

CLAIM FOR MILEAGE ALLOWANCE, PARKING CHARGES BUS FARES, SUBSISTENCE AND LOSS OF EARNINGS ON 

PARENT COUNCIL BUSINESS


NAME (Block Capitals)________________________________  PARENT COUNCIL __________________________
PAY NO  ___________________


ADDRESS __________________________________________   c.c. OF CAR ______________________________  
N.I. NUMBER ____________________

___________________________________________________









         See Notes below

	DATE

1
	TIME OF DEPART

2
	TIME OF RETURN

3
	JOURNEY
	NUMBER OF MILES RUN

7
	PARKING CHARGES

8

  £         p
	FARES

9

  £         p
	SUBSIST

ENCE

10

  £         p
	FINANCIAL LOSS

	
	
	
	FROM

4
	TO

5
	PURPOSE

6
	
	
	
	
	PERIOD OF TIME LOST

11
	EARNINGS LOSS

12
  £         p

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	


	I certify that:

(i) The above claim and details are correct and complete.

(ii) Where subsistence is claimed, I have incurred additional expenditure in accordance with the approved arrangements..

(Signature of Claimant)

AUTHORISED


_________________________________________



  (Signature of Head Teacher)
	OFFICE USE ONLY

MILES  __________@ _____________

Parking Charges

Fares

Subsistence

Loss of Earnings
	COST CENTRE

£________________  A/C WLC 361300 _______________

£ ________________  _____________________________

£ ________________  _____________________________

£ ________________  _____________________________

£ ________________  _____________________________




	For office use only:

Education Services authorised signatory



NOTES:

1. Please enter pay number if employed by Education Services.

2. Claims must be in respect of expenditure incurred or wages lost as a result of attendance on Parent Council business.

3. Subsistence and loss of earnings are not applicable for meetings of the Parent Council.   When loss of earnings are claimed, e.g. attendance at staff interview panel, National Insurance Number must be provided for non employees of the Service

4. Mileage claimed must be in respect of actual mileage incurred for travel to and from location of meeting.

5. Expenses must be authorised by the Head Teacher and returned to Customer Care, Education Services, Lindsay House, South Bridge Street, Bathgate, EH48 1TS.

WLC/PC4








