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PLYMOUTH MARINE LABORATORY (PML)

TRAVELLING AND OVERNIGHT EXPENSES OF CANDIDATES FOR POSTS

Candidates from within the United Kingdom

All reasonable expenses incurred in travelling from where you normally live to the place of interview will be refunded by PML within the limit of the cost of standard class rail fare of bus fare.

If you travel by private motor vehicle, your expenses will be calculated at the rate of 30p per mile.

If you travel by air, PML will not normally refund more than the cost of the journey by surface route, where this is cheaper.  If, however, you live in Shetland, Orkney, the Inner of Outer Hebrides, Northern Ireland, the Isle of Man, the Isles of Scilly, or the Channel Islands, and your journey involves a sea crossing, you may, if you prefer to travel by air, claim refund of an amount not exceeding the return tourist air fare.  A claim for a refund of air fare must be supported by the passenger coupons (air tickets) issued by the airline.

If, before you receive this notice, you had made arrangements to be away from home on the date of your interview, and could not reasonably cancel them, PML may at their own discretion make payment based on the cost of public transport from your temporary address; if you wish to claim on this basis please attach to your claim form a letter explaining the circumstances.

Overnight Expenses

You are expected to travel to the place of interview and back on the same day if this is possible.  However, if it is necessary for you to spend one night or, in exceptional circumstances, more than one night away from home, PML will refund the cost of accommodation (bed and breakfast) up to a maximum of £70.00 per night.  If you occupy a sleeping berth on a train or ship PML will refund the cost of the sleeping berth and any reasonable meal expenses.  Apart from this, expenses on accommodation and meals cannot be refunded.  PML will only refund to the amounts shown on production of receipts for expenses incurred relating to the claim.

Candidates from outside the United Kingdom (including the Republic of Ireland)

Expenses incurred in travel to this country from abroad cannot be paid by PML.

While in this country candidates from abroad may receive from PML expenses on a similar basis to those living in the United Kingdom, but travelling expenses will be calculated from the place of arrival in the United Kingdom and the overnight expenses will cover only nights reasonably spent at the place of interview or travelling in a sleeping berth.  Expenses will not be paid for nights which may have to be spent at the port of arrival or departure (or elsewhere) because flight or sailing times do not match interview dates or because departures are delayed.

How to claim

All claims must be made on the attached form and each claim must be supported by the relevant receipts and tickets etc.

Cheques will be issued at the end of the month to cover any expenses claimed.  For candidates wishing to receive payment before this date please complete the Bank Details section on the claim form and your expenses will be paid via our BACs system.

CLAIM FORM FOR REIMBURSEMENT OF EXPENSES

FOR NON MEMBERS OF STAFF

Plymouth Marine Laboratory (PML)   ⁪ 
This form must be completed in ink. 

Tipp-Ex must not be used on this form

Block letters must be used

All original receipts must be attached to this claim

Surname (Block Letters)     ……………..………………………….Title (Mr., Mrs., Ms) ………………..
First Name (Block Letters )  ……………………………..
Email Address  ………………………………………..
Home Address (Block Letters)   ………………………………………………………………….. ……………………..
……………………………………………………………………………………………………………………….. …..    
City   …………………………….. ……………….     County     …………………………  Post Code:   ………………..  
Bank Account details (UK bank accounts only)

	1


	BANK NAME
	

	2
	BANK TOWN
	

	3
	BANK ACCOUNT NUMBER 
	

	4
	BANK SORT CODE (UK Only)
	

	5
	SUPPLIER ACCOUNT NAME
	


PML’s preferred method of payment is by BACS, for claimants who hold UK bank accounts,  which are processed weekly.  For all other companies and for payment where the bank details are not completed payment is  by cheque which is issued once a month, normally the last working week.
	6
	SWIFT NUMBER
	

	7
	IBAN
	


For payments to bank/s outside the UK, Boxes  6 and 7 MUST be completed in addition to boxes 1-5.  Payments are processed monthly  by electronic transfer – usually the first working week in the month.
Amount Claimed : …………………………….(Please use currency indicator)
Claimant Signature: ……………………………………………….   Date: ……………………………………………….
Authorised Signature: …………………………………………….   Date: ……………………………………………….

Print Name: ……………………………………… ……………. ………..   Project Number: ……………………………

	Finance Use Only


	Expense Account Number:

	Checked By
	Amount Payable:

	Date:
	VAT Element:


Reason for Claim

	Title and number

Day and date
Interview




 Please tick appropriate box : 

Trustee ⁪           Candidate √          Visitor ⁪          Committee Members ⁪          Guest Speaker ⁪

	Date
	From
	To
	Narrative (Details of expenses claimed)
	Private Car


	Amounts Claimed

 

	
	
	
	
	Mileage
	Rate
	Travel
	Other

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	Sub Total
	
	
	
	
	
	

	Total Payable (Please insert currency)     
	
	


Claim must be closed with a diagonal line before submitting for approval



Exchange Rate (if applicable)
	


