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Travel Claim Form
Section 1 – Eligibility

This form must only be completed by students who have been notified by the International Office that they are eligible to receive travel support in addition to their Turing grant.  If you have not been invited to submit this form, do not complete it as it is not required, and it will be rejected.
Eligible invited students may claim costs for two journeys:
· One journey from your usual home to your accommodation on placement.
· One journey from your accommodation on placement back to your usual home.
‘Journeys’ may be composed of multiple parts (e.g. from home to an airport, flight to host country, from airport to accommodation abroad), but should be continuous and reasonably direct (e.g. you cannot stop to visit a friend; take holiday en-route etc).
Grant Agreements set out the maximum amount the University can reimburse, according to Department for Education distance rules. Once the maximum is reached, any further costs relating to travel must be borne by the student.

Claims must be receipted. Costs may only be claimed for travel itself and must be considered ‘reasonable’: e.g. business / first class travel is not considered reasonable unless there is a medical reason necessitating it. Subsistence costs (e.g. food en-route) or bank charges relating to the booking are not eligible costs.

You may make two claims per placement (one with your arrival documents and one with your departure documents):

· If your placement is 56 days or less you must book a return ticket for the main part of your travel and claim this on arrival. Smaller return costs (such as travel to airport) may be claimed on departure, if the first claim has not exceeded the maximum.
· If your placement is more than 56 days, you are encouraged to book a return ticket if your end date is known.
· If you plan to claim travel costs for your outward journey you must submit the claim with your arrival documents.
· Travel costs will be paid with your 80% and/or 20% grant instalment.
Section 2 – Personal Details

	Student
	Last name
	First name
	Email address
	Student number

	
	Insert
	Insert
	Insert
	Insert

	Placement
	Country
	Location

	
	Insert country
	Insert name of employer/university etc


Section 3 – Claim Breakdown

Please provide a breakdown of your claim.
· Claim only amounts for which you can provide evidence of expenditure in the next section. Claims without evidence will be rejected. Receipts must reconcile with the claim breakdown

· If you have bought the tickets in pounds, please complete columns: 1 (date of purchase), 2 (description) and 5 (amount in pounds (GBP)).

· If you have bought the tickets in a different currency, please complete all five columns:

· You will need to convert the amount into pounds. To do so, you must use the exchange rate on the date of purchase. This can be looked up here: https://www.x-rates.com/historical/
Example:

	1
	2
	3
	4
	5

	Date purchased
	Description
	Amount on receipt if in other currency
	Exchange rate on date of purchase if in other currency
	Amount in pounds (GBP)

	12/08/2024
	Rail ticket, London - Paris
	
	
	£200

	12/08/2024
	Paris metro ticket to dorm
	€3.50
	0.853474
	£2.99

	Total claim in GBP
	£202.99


Section 3a – Your Claim Breakdown

	1
	2
	3
	4
	5

	Date purchased
	Description
	Amount on receipt if in other currency
	Exchange rate on date of purchase if in other currency
	Amount in pounds (GBP)

	Insert
	Insert
	Insert if applicable
	Insert if applicable
	Insert

	Insert
	Insert
	Insert if applicable
	Insert if applicable
	Insert

	Insert
	Insert
	Insert if applicable
	
	Insert

	
	
	
	
	

	
	
	
	
	

	Add more rows above if required
	

	Total claim (sum of all costs in column 5) in GBP
	Insert


Section 4 – Tickets / Receipts

Please provide tickets / receipts to confirm your travel cost claim breakdown.

· Evidence must meet the requirements (below). 

· You can take screenshots of documents, or take pictures of them on your phone.
· You can include multiple images for multiple legs of your journey.

· You may write contextual information if required

	Requirements
	Valid Example

	The documents must show

· The date of purchase

· Where possible, a description of travel

· The cost of purchase
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Section 4a – Your Tickets / Receipts

	Ticket / receipt 1

	Insert


	Ticket / receipt 2

	Insert if applicable


	Ticket / receipt 3

	Insert if applicable


	Further rows may be added for additional receipts / tickets


Section 5 – Submission

Please save this form using the format: [Surname][FirstName]_[TravelClaim].docx .
· E.g. BloggsJo_TravelClaim.docx
This form should be uploaded using Part B of the online grant application, accessible here: Turing Submission Hub - Part B.  

Your claim may be audited by the Department for Education.
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