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Internal Claim for Travelling and Subsistence Expenses



Hawlio / Claimant:			Rhif Staff / Staff Number:
Adran / Department:		
Dyddiadau teithio /Travel Dates	O/ From:		Tan / To: 	
Cyrchfan a diben y teithio / Destination and reason for travel:

Bydd taliadau yn cael eu gwneud I’r un cyfrif banc a thelir eich cyflog.
Payments will be made to the same bank account as your salary.
Rhowch fanylion llawn ac atodwch ddogfennau i gefnogi eich cais / Please give full details and attach supporting documents
	Ffi Cynhadledd /
Conference Fee
	Gwybodaeth / Info:
	
£

	Trafnidiaeth Gyhoeddus / Public Transport
	Gwybodaeth / Info:
	
£

	
Tanwydd / Fuel
	Gwybodaeth / Info:
	
£

	Llety /
Accommodation
	Gwybodaeth / Info:
	
£

	Cynhaliaeth /
Subsistence
	Gwybodaeth / Info:
	
£

	Croesawu Ymwelwyr /
Hospitality
	(Dylech lenwi Ffurflen Croesawu Ymwelwyr a’i chynnwys gyda’ch ffurflen gais) / (Please complete a record of Hospitality Form and attach to your claim form, see Finance Web Page)
	
£

	Milltiroedd /
Mileage


	10,000 milltir cyntaf / First 10,000 miles
	Milltir / Miles
	@ £0.45
(Current Motorcycle Rate £0.24 Current Cycles Rate £0.20)
	£

	
	Mwy na 10,000 milltir / Excess of 10,000 miles
	Milltir / Miles
	@ £0.25
(Current Motorcycle Rate £0.24
Current Cycles Rate £0.20)
	£

	
	Ceir cwmni (gan gynnwys cynllun aberthu cyflog EV) / Company cars (including EV salary sacrifice scheme)
	Milltir / Miles
	@ £0.07
(for home charging)
	£

	
	
	
	@ £0.14
(for public charging)
	£

	
	CYFANSWM Y COSTAU AHAWLIR
TOTAL EXPENSES CLAIMED
	£



Dosraniad Gwariant / Expenditure Allocation
	Cyfrif / Account
	Cod y Gwaith / Work Order
	Cynnyrch / Product
	Swm / Amount (£)

	
	
	
	

	
	
	
	

	
	
	
	

	Cyfanswn y taliad / Payment Total
	



Datganiadau i'w cwblhau ar dudalen 2 / Declarations to be completed on Page 2
P a g e 1 | 2


Datganiad (Ar gyfer staff sy’n hawlio milltiredd busnes) / Declaration (For staff claiming business mileage):


P a g e 2 | 2

Rwy’n cadarnhau:
· Mae gennyf drwydded yrru lawn gyfredol sy’n ddilys ar gyfer yn y Deyrnas Unedig
· Mae gennyf yswiriant priodol ar gyfer fy ngherbyd, sy’n cynnwys defnyddio’r cerbyd ar gyfer busnes fy nghyflogwr
· Mae fy ngherbyd wedi drethu ac yn cael ei gynnal a’I gadw, ac mae mewn cyflwr cyfreithlon ac addas ar gyfer y ffordd fawr yn unol â diffiniad Rheolau’r Ffordd Fawr
· Os yw’r cerbyd yn hŷn na 3 oed, mae gennyf Dystysgrif MOT ddilys
· Rwyf wedi cofrestru fel gyrrwr awdurdodedig ar gyfer defnydd busnes – cerbyd personol (fflyd lwyd), gyda’r adran Teithio a Fflyd
Ni thelir ad-daliad milltiredd os nad ydych wedi cwblhau’r datganiad hwn.

I confirm that:
· I hold a current full drivers licence valid for driving in theUK
· I have appropriate insurance for my vehicle, which includes use on my employer’s business
· My vehicle is taxed and maintained, is in a legal and roadworthy condition as defined by the Highway Code
· If the vehicle is over 3 years old, I hold a valid MOT Certificate
· I have registered as a business use – personal vehicle (grey fleet) authorised driver, with the Travel and Fleet section.




Claims for reimbursement of mileage will not be paid if this declaration has not been completed




Hawlwyrllofnod/Claimantssignature:			Dyddiad/Date:		

Datganiad / Declaration


Yr wyf yn datgan mai fi yn unig sydd wedi gwario’r holl arian sy’n cael ei hawlio, a hynny wrth wneud gwaith y Brifysgol, ac nad yw’r swm sy’n cael ei hawlio yn cynnwys costau teithio rhwng fy nghartref a’m man gweithio arferol.Yr wyfyn cadarnhau nad wyf wedi hawlio’r un o’r costau hyn eisoes ac na fyddaf yn eu hawlio o unrhywffynhonnellarallychwaith. Yrwyffelly’nhawlioad‐daliad.

I declare that the total claimed has been incurred by me solely in the course of the University’s business and does not include costs incurred in travelling between my home and normal place of work.
I confirm that I have not claimed any of these expenses before and will not claim them from any other source. I hereby claim reimbursement.




Hawlwyr llofnod / Claimants Signature:			Dyddiad / Date:		



Pennaeth Adran llofnod / Head of Dept Signature:		Dyddiad / Date:		

Pwysig/ Important

1. Os nad ydych yn hawlio ad‐daliad am filltiroedd a deithiwyd, e‐bostiwch y ffurflen hon yn uniongyrchol at yr adran Gyllid ar paystaff@aber.ac.uk

1. If you are not claiming reimbursement of mileage, please email this form directly to the Finance section at paystaff@aber.ac.uk

2. Os ydych yn gwneud cais am ad‐daliad am filltiroedd a deithiwyd, e‐bostiwch y ffurflen hon yn uniongyrchol at yr adran Teithio a Fflyd ar trlstaff@aber.ac.uk

2.	If you are claiming for reimbursement of mileage, please email this form directly to the Travel and Fleet section at trlstaff@aber.ac.uk
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