REGIONAL TRAINING UNIT
In-service Expenses

This Claim Form is applicable to teachers who teach in schools in Northern Ireland but excludes teachers in Independent Schools.
Please complete the Claim Form overleaf in accordance with the following instructions:
1. Your full name, home address (lodgings) including postal code should be written in the appropriate boxes in BLOCK CAPITALS.
2. The Course Title, Venue (Town and place) and the period of the Course (dates and times) should be clearly stated.
3. Teachers should state the name and address of the School/College where they are employed including postcode.
4. State clearly your method of travel e.g. Private car, Citybus, Ulsterbus etc.
Travelling Expenses:

Claims for travelling expenses should be based on the mileage between the School at which you teach and the venue of the In-Service Course or from your home to the venue by the shortest practicable route, or the actual distance necessarily travelled, if less.
Rates for Travelling Expenses
1. Public Transport   -     Fares will be recouped at current rates taking account of Citybus eight   

                                                   Journey tickets and the Central Transfer system where appropriate.

                                                   Claims for travel on public transport must include a receipt.

2. Motor Mileage      -     Motor mileage will be paid at the current rate of 0.257 pence per mile.

Insurance:
Teachers using their private motor vehicles in connection with In-Service Courses should have appropriate Insurance Cover.
Completed forms should be given to the Course Organiser or sent as soon as possible to:

Accounts Department

Regional Training Unit

Blacks Road

Belfast
BT10 0BR
