	Home to Duty Travel Claim                              

For Officers, Adult Warrant Officers, SNCO’s, Civilian Instructors and Honorary Chaplains of the Air Training Corps
	In accordance with the Data Protection Act 1988, the Ministry of Defence will collect, use, protect and retain the information on this form in connection with matters relating to personnel administration and policy
	RAF Form 7101 (Revised 1/06)


	Notes to be read before completion of this claim.

	

	
This claim must be made in accordance with the regulations contained in ACP 300, FI No 312.

	


	           It is a serious offence to make, or conspire in making, any false statement on this claim or to withhold any

	
information relevant to this claim certificate.  Such an offence could lead to disciplinary action.

	

	

	Section 1 – To be completed by Claimant

	
	
	
	
	
	

	
	Rank
	Initials
	Surname (in BLOCK CAPIALS)
	Service/Computer ID Number
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	

	
	Squadron No
	Wing
	Place of Duty
	

	
	
	
	
	

	

	
	Home Address
	Bank Details
	

	
	
	Name of Bank
	
	

	
	
	Branch
	
	

	
	
	Sort Code
	
	
	–
	
	
	–
	
	
	

	
	
	Account Number
	
	
	
	
	
	
	
	
	

	

	
The distance between my home and place of duty is 

miles return journey.

	

	

	
Method of Travel ((appropriate box):  Car
Motor Cycle

      Public Transport
Other Means  

	

	

Vehicle capacity 



cc

	

	

	
I certify that:

	

	

I have travelled as detailed overleaf between my home and place of duty, attended a parade night where cadets were    

	                  present and the related attendances have been entered in the squadron attendance register.



	

	

The duties to which the claim relates were duly authorized.

	

	

Each journey was performed in the most economical manner.

	

	

I have paid the fares for which I claim reimbursement.

	

	
Where a private motor vehicle was used it was insured:  ((one box)    3rd Party
 Fully Comprehensive

	

in accordance with ACP 300, and a valid road fund licence was displayed.

	

In addition, the driver held a valid driving licence.

	

	

I have not previously claimed for any item on this claim.

	




Signature

	

	

	Date

	

	

	Section 2 – Details of Costs (to be completed by Claimant)

	

	

	
Return road journey of 
miles at 
per mile
=
£

	

	

	
Toll/ferry cost per return journey




=
£

	

	

	
Train fare per return journey


=
£

	

	

	
Bus fare per return journey


=
£

	

	

	









Total A
£

	

	

	

	
Where an adult member of the ATC was carried as a passenger on the above road journey give the name of the

	
passenger below:

	

	

	

	
Return road journey of
 
miles at 

per mile

=
Total B
£

	

	

	
	
	Claim for Self

(No of journeys X Total A above)
	Claim for Passenger

(No of journeys X Total B above)
	Total Amount

Claimed
	

	
	Month and Year

(a)
	No of Return Journeys

(b)
	Amount

(c)
	No of Return Journeys

(d)
	Amount

(e)
	col (c) + col (e)

(f)
	

	
	
	
	

.
	
	

.
	


.
	

	
	
	
	

.
	
	

.
	


.
	

	
	
	
	

.
	
	

.
	


.
	

	
	
	
	

.
	
	

.
	


.
	

	
	
	
	

.
	
	

.
	


.
	

	
	
	
	

.
	
	

.
	


.
	

	                                                                                                                          

                                                                                                                         Total Claimed  £

	

	

	

	

	

	Section 3 – Certificate of Countersigning Officer


I certify that to the best of my knowledge the journeys


to which this claim relates were duly authorized and


carried out with the minimum expense consistent with


efficiency and in accordance with the regulations in


ACP 300 FI, No 312.
.





Signature and Rank

Date

                                           Name in capitals 

                                           
	



Sqn Cdr


	Section 4 – For Accts Use Only


Calculations checked.  Paid the sum of


£


on


     (date)





Signature

Date




Name in capitals
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   /      /
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     /       /
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