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One-Off External Travel Expenses Claim
Applicant Travel Contribution 26-27
Please return this form to studyhere@chi.ac.uk with proof of address.
	Payee Full Name
	

	Bank Sort Code (6 digits)
	

	Bank Account Number (8 digits)
	

	Current address 
	

	Postcode
	

	Contact email address (please provide email address used to book onto the event. Failure to do so may result in claim being rejected)
	

	Date of event attended
	

	I am claiming for an additional visitor
	[bookmark: Check1]|_|



Let the team know which criteria you’re claiming under (please select all that are appropriate):
•	I live in an eligible postcode |_|
•	I have received Free School Meals |_|
•	I am a care experienced student |_|
•	I am an estranged student |_|

You can find more information on the criteria details on our travel claim webpage.

PLEASE NOTE: 
· To be eligible for reimbursement, you must meet at least one of the criteria outlined above. 
· To submit a claim, you will need to download and complete the Open Day Travel Support Claim Form and email this to studyhere@chi.ac.uk 
· Travel support is only available to students who have: 
· booked a place at an eligible University of Chichester Open Day or recruitment event  
· attended the event  
· registered their attendance on the day  
· Travel support can only be claimed once during each Open Day recruitment cycle. This covers travel costs for one prospective student and one accompanying guest. 
· You are welcome to attend more than one Open Day, but reimbursement will only be provided for one visit. 
· Claims must be submitted within 14 days of attending the event. Unfortunately, claims received after this deadline cannot be processed. 
· Travel reimbursement is based on the distance between your home postcode and the University. Payment bands are: 
· 0-50 miles - £25 
· 51-100 miles - £50 
· 101+ miles - £75 
· Proof of address must be included when submitting your form. Accepted documents include: 
· driving licence  
· bank statement  
· utility bill  
· official school or college letter  
· Payments are made by BACS transfer to the bank account provided on your claim form. Once your application has been reviewed and approved, payment will usually be made within six weeks. 
· Receipts and proof of travel are not required. 
· Claims submitted without the booking email address may not be processed. 
· Any personal information shared as part of your application will be managed in line with the University of Chichester privacy notice. 

Signature of Claimant:   ___________________________________Date____________

	Official use only – All claims must be signed by an Approved Signatory/HOD

	Account Number/Cost Centre/Project Code
	

	Expenditure Approved by
	

	Date
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