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CONSULTANT AND EXTERNAL VISITOR GUIDE TO 

MAKING TRAVEL AND SUBSISTENCE CLAIMS
Health Education England (HEE) will reimburse travel expenses for consultants who attend National interviews or selection centres on behalf of their specialty school.
Please ensure you read and understand the following guidance before submitting a claim form.  Failure to comply with this procedure will result in your claim being returned to you.

Claim forms must be typed and received within three months of the event attended.  Any claims received after this deadline will not be paid.

Personal Details
Claimants must state their full details, including a full permanent address.  Failure to supply a full address, including postcode, will result in your claim not being paid and HEE will be unable to return your claim to you.

Claims are generally paid within 2 weeks, and will be paid via BACS payment, so please ensure the bank details you provide are correct.

You must supply the date and specialty for which you attended a meeting or review.  If you do not supply these details, we cannot corroborate your attendance and you will not be reimbursed.

Receipts
Receipts must be produced for all transactions and can be sent by email to (preferable choice) to either rosemary.kenny@hee.nhs.uk
or by post to:


Rose Kenny

Regatta Place


Brunswick Business Park


Liverpool  
L3 4BL

Transport Fares
HEE have no facility to book travel and accommodation for non-HEE staff.  Travel and accommodation must be booked by the user.

· Rail: Reimbursed at standard rate only (or first class, if cheaper).
· Taxi: Reimbursed for short journeys where deemed necessary, i.e. from train station to interview venue

· Air: Only acceptable in exceptional circumstances.  Air travel will only be reimbursed when prior authority by Health Education England (North West) has been granted.  Expenses for flights will not be reimbursed from outside of the UK.
· Car: The shortest practicable route should be taken (Mileage will be checked for accuracy) and payment will be at the public transport rate (In line with current NHS Employers pay circular) which is currently 56p per mile. Car parking fees will be reimbursed on production of receipts. 

Night Allowance

If accommodation is required for National recruitment, where possible the hotel suggested by the  lead recruiter running the event should be used.  
· Commercial accommodation (bed and breakfast) up to a maximum of £120 for one night only

· Commercial accommodation (bed and breakfast) in Greater London, up to a maximum £150 for one night only

If specific accommodation has been stipulated by the lead recruiter or HEE, you will be reimbursed the whole amount.  
Meals Allowance

· Lunch meal allowance claimable - £5
· Evening meal allowance claimable - £15
Receipts will be required for all claims and claims for alcohol will not be reimbursed.
Checklist to complete expenses invoice

All shaded areas must be completed by claimant:
· Box 1 Supplier Details:  Insert your name and your address with postcode.

· Box 2 Invoice Number:  Insert your reference / invoice number and SBS will use this number on your remittance advice when payment is made.  The same reference number cannot be repeated on subsequent invoices (e.g.  MH001, MH002 etc).

· Box 3 Invoice Date:  Insert invoice submission date.

· Box 4 LETB Contact Name:  XXFMCLAUGHLIN to be inserted

· Financial code:  ASP422 to be inserted

· Details of Claim 

If you have any queries relating to claims please contact rosemary.kenny@hee.nhs.uk or telephone 0151 479 2564.
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