Form ‘A’

	
	The Highland Council 
Authorisation of Excess Travelling Expenses


	Use the tab key in order to move between fields. The form may then be saved and printed or emailed.

Please Complete the undernoted details in Sections A to D and Submit this Form to your ECO. 

	
	

	Section A 
	


	Postholder Name:
	     


	Home Address
	     
     

 FORMTEXT 
     


	Post:  
	     
	Service:
	     

	Previous Base:
	     

 FORMTEXT 
     

 FORMTEXT 
     
	New Base:
	     

	Section B

Please State Reasons For Relocation
     
     

 FORMTEXT 
     
Is this a temporary relocation?)

 FORMCHECKBOX 
YES   FORMCHECKBOX 
NO


If Yes for what duration (e.g. 6 months
      months



	Section C (Please enter either 1 or 2 as your preferred method of travel)
	

	1. Excess Travel Cost if Travelling by Car:-

	     a)
	Daily Mileage from Home to New Base:
                                   (Return Journey)
	      Miles

	     b)
	Daily Mileage from Home to Previous Base:
                                   (Return Journey)

	      Miles

	     c)
	Excess Daily Return Mileage (a – b)
	      Miles

	     d)
	Excess Daily Cost (c x 22p)
	£      

	2. If suitable Public Transport is Available:-
 

	      a)
	Daily cost of travel from Home to New Base:
                                    (Return Journey)
	£       

	     b)
	Daily cost of travel from Home to Previous Base:
                                      (Return Journey)
	£        

	     c)
	Excess Daily Cost (a – b)
	£        

	     d)
	Please indicate mode of transport
	     

	3. Please State Reasons For Selecting Either 1 or 2 Method of Travel


	          


	
	
	
	

	Section D
	

	DATE OF COMMENCEMENT AT NEW BASE:      
Please note that unless advised by the Head of HR, excess travel as detailed above is payable for a period of up to 4 years from this date.


	
	
	
	

	I CONFIRM THAT THE INFORMATION IN SECTIONS A TO D IS ACCURATE AND THAT I SHALL NECESSARILY INCUR THE EXPENDITURE DETAILED.  I ALSO UNDERSTAND THAT I CAN ONLY CLAIM FOR JOURNEYS ACTUALLY UNDERTAKEN. 
 

	Signature of Claimant ……………………………………………………………..
	      (Date)

	
	
	
	

	I CONFIRM THAT THE INFORMATION IN SECTIONS A TO D IS ACCURATE 


	Signature of ECO ……………………………………………………………..
	      (Date)

	AFTER SIGNING, PLEASE PASS TO PAYROLL SECTION, RESOURCES & FINANCE, HQ
PAYROLL@HIGHLAND.GOV.UK 

	
	
	
	

	PLEASE NOTE

	a) Claims should be submitted on a monthly basis on the Excess Travelling Form, copies of which are available from the Transport Section of the Finance Service.
b) Should your home address or new base change, then a new form requires to be completed.
c) Staff subsequently considering moving their home as a result of this relocation must discuss this matter with the appropriate representative of Personnel within one year of the date of transfer.


