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Guide to Claims

London Ambulance Branch Guide




What can | claim for?

* Reasonable travel costs to and from a UNISON Education course
* Rail, Tube, Bus and/or Car parking

* If food is not supplied then subsistence can also be claimed.

* An allowance of £5.00 per day can be claimed or

* Up to £7.10 per day with a receipt.



How do | claim?

* Online expenses form -
https://www.cognitoforms.com/LASUNISON/TravelExpensesForm

Travel Expenses Form

L covacherns Arrebresbarsce f +
This form is for use by LAS UNISON Branch members who have incurred travel expenses while on official UNISON business . *

or unien training. Any expenses incurred as a result of your work should be claimed from the LAS.

Al expenses must be accompanied by a wvalid receipt.

Mame
Address ™

United Kingdomm S

Email * uMIsoM Membership MNo:

Expenses
Date * Course Attendeds/ Wwenue * Trawel subs !1

Sub Total: 0. 00 Sub Total:
0. .00

Upload receipts ™

| or drag files here.



https://www.cognitoforms.com/LASUNISON/TravelExpensesForm

Expenses

Date * Course Attended/Venue * Travel Subs
®  01/01/2024 Functional Skills Euston £12.40 £7.10 o 2 C0|umns
@ 02/01/2024 Functional Skills Euston £12.40
e]1forT | Cost
® or Iravel CLOSLS
Sub Total: £24.80 Sub Total:
£7.10

[roen] * 1 for Subsistence
\. Both columns will auto total
(5 o cog o e * Click add item for additional rows

* Add both columns and then put

’ in the Grand Total

Payment by *
Eank Transfer

Cheques will only be posted fo the aadress on this form

A * Payment will be made by Bank
Transfer
x * Click upload to add receipts

draw  fype ¢ Save fu nCtion

]




Do’s and Don’ts

* Don’t submit a claim every week if you are on a 12 week course
* Equally, don’t do all 12 weeks in one go

e Submit every 4 — 6 weeks

* Don’t submit without any receipts

* Do ensure your receipt is clear and legible and shows the date you are
claiming for along with the cost

* Examples on next slide



Do not submit like this.........
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K& Transaction info
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| TfL - Transport for London
Thursday 16 May 2024 .

)

1

Website $ https://tfl.gov.uk

Transaction detail TFL TRAVEL CH
Al Contactless Payment
N , TFL.GOV.UK/CP GB

7

Balance before £8.48

s

Take a screenshot — Much clearer
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TfL - Transport for London

08 February 2024

Website https://tfl.gov.uk

More information
TFL TRAVEL CH
Contactless Payment
TFL.GOV.UK/CP GB

M Upgrade to a smarter Gmail

) _ ) OPEMN
Secure, fast and organised email

Primary I:I

Your Amazon.co.uk order of

Mew categorised emails 10:58 R N
8 Seeial 703 Prometions Ambulance Care Practice
Google - Amazon.co.uk
Security alert
aMazZoN.couk
o ——
Simply Extinguishers 10:15 Hell
Protecting Your Property with Carbon M__. ello,
Thanks for your order. We'll let you
dispatched. Your estimated delive
Paul Tallentyre 10:14 the status of your order or make c
The Evenlode, Old Witney Road, Eynsh. Amazon.co.uk.
DHL eCommerce UK 1040 Order Confirmation

Save |§ when you send multiple pancel. ..

Arriving
Friday, June 14
Google Calendar 05:36
You have no svents scheduled today. Your order will be sent to
matthew
LONDON
Spotify Yestarday United Kingdom

Personalized concert recommendations....
Your delivery option:
prime Premium Delivery
Hackney Business Network vesies,
The Affordable Workspacs Fund - Join ... Your delivery preforonce:
Dispatch item(s) as soon as the

Extra UK Yesterday Order

matthew @loskmumnohands.com

Iltem listed but no address or cost



Screenshots

* Screenshots can be taken on a mobile phone
 Or on acomputer by pressing the ‘Print Screen’ button

Transaction details

©

TFL -£8.10

Wed, 17 Jan 2024 Contactless purchase

* Paper receipts or tickets can be a photo.
* Ensure a clear background and use your mobile or ipad

Retailer location TFL.GOV.UK/CP

Suburban and Local Commuter

X Business type Passenger Transportation inc
Ferries
¢ron Southend Aireort
Street
to. London Livereool Card endin 8338
yalid only uia Shenfield &
Adult Standar‘d tlass Balance after transaction £89.97
Ref Uridabis prnd wachiunmibiv o0 u T See all transactions with TFL >
About TFL:
Transport for London - a local government body responsible for
Data of travel the transport system in Greater London.

Valid for one journey 17-INR-24

#rom London Livereool Street

to Southend Airport [ ® % @ ]
val]d 0“19 via Shenfleld Home Apply Pay & transfer Support Manage card

Adult Standard Class

Rsfundable and exchanseable for a fes



Contactless

* Register for a Contactless and Oyster account
 https://tfl.gov.uk/fares/contactless-and-oyster-account

(o BEET, | foemmr  Seomigihts s s [EpEeHTEEs

* Register your debit/credit card

Contactless and Oyster account * All journeys will be stored
It's quick and easy to manage your travel with a contactless and Oyster '\jﬁux [ Receipts Can be dOWnloaded

ft Fares  Contactless and Oyster account

account. Live Happy
|
Why get an account?
By registering your contactless or Qyster card to an account you can: The TUI Sale
is now on
« Check your fares &

View your Journey history
Also on this site
« SeeIf you have Incomplete Journeys

« Apply for refunds TFL Oyster and contactless app >

Get targeted service emails based on your recent travel [you can unsubscribe at any time)

« Top up your Oyster pay as you go balance and get notifications when It gets low

= Buy adult rate Travelcards and Bus & Tram Passes valid between seven days and 12 months

- Use our free TfL Oyster and contactless app

How we use your data

When you create a contactless and Oyster account and add your contactless or Oyster card, TfL

Its subsidiaries and service providers use your personal data for:


https://tfl.gov.uk/fares/contactless-and-oyster-account

Final points

* No Receipt = no payment

* Receipts must be clear and itemised

* Subsistence can only be claimed if lunch isn’t supplied
* Fill in the claim form correctly

* Claims may not be processed straight away and cam take a couple of
weeks to be processed, so please do not submit weekly as this delays
the entire process.



Any questions?

Book Grant Claim Form



