School of Divinity Postgraduate Travel Grant Application – Estimate Form
Please consult the Guidance Notes before completing this form.
Part One is to be submitted with your application, the form will be returned to you if an award is made.

Part Two is to be completed after the event in order to claim your award. 
PART ONE

	Surname, Forename
	
	 Destination
	


	Principal Mode of Transport
	
	Date of Event
	


	COSTS
	
	
	
	
	
	Office use only

	Item
	A

Estimated

£
	B

Actual 

£
	C

Claimed
£
	
	
	Invoiced  Directly to School (y/n)
	approved
%
	reimbursement value 
£

	Flight(s)
	
	
	
	
	
	
	
	

	Train(s)
	
	
	
	
	
	
	
	

	Bus(es)
	
	
	
	
	
	
	
	

	Event Registration Fee
	
	
	
	
	
	
	
	

	Accommodation
	
	
	
	
	
	
	
	

	Food
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	GRAND TOTALS
	
	
	
	
	


	Maximum reimbursement offered £
	
	Total reimbursed
	


PART TWO

To claim your award you should complete columns B and C, and return this signed form with receipts and a reimbursement claim form to the School Office.

	Certificate of Claimant (signature & date)
	
	Certificate of Head of Cost Centre (signature & date)




Guidance Notes for Completion of Form
PART ONE

If you are completing this form by computer do not alter the legends in the ‘item’ column – should you do so, you may render your application ineligible.

· This Expense Estimate Form must be completed and be accompanied by (a) the School of Divinity Postgraduate Travel Grant Application Form, and (c) evidence of estimates. Failure to supply all information may result in your application not being considered.
· Evidence of estimates for travel must include documentation (copy of an email is acceptable) from the University Travel Service indicating their quotation / estimate for travel costs. Additional quotations / estimates from other agencies or carriers may be included (a print-off of a webpage or email is acceptable).

· You should ensure that you seek a letter of recommendation for this specific trip from your supervisor in advance. S/he should be asked to email their recommendation directly to Margot Clement, the Postgraduate Secretary at divinitypg@st-andrews.ac.uk by the relevant deadline. Applications that are not accompanied by your supervisor’s endorsement will not be considered.
· Flight(s), Train(s), Bus(es) – figures here should match the lowest estimate in the evidence you provide.

· Event Registration Fee – a print-off of a webpage is acceptable as evidence.
· Accommodation – where possible, differentiate between registration fee and accommodation. (Print-off of a webpage or email is acceptable as evidence.)
· Food – indicate how you are estimating (other evidence is not required), e.g., 4 days @ £2. (Further evidence for food is not required.)
· Other expenses – please itemise and include appropriate evidence.

PART TWO

· If your application is successful you will receive a letter of award and this estimate form will be returned to you. Following your trip you should complete Part Two and columns B and C.
· Actual expense incurred should be completed on this form in two columns:

· B  - actual amount incurred (this should match the receipts you provide).
· C  - amount claimed 

· Submit the form along with all receipts (originals, not copies) and a reimbursement form to the School Office. 

· Claims must be made within 60 days of the completion of the trip. If this is not possible you should email the School of Divinity’s Director of Operations [divdop@st-andrews.ac.uk] at least one week before the deadline. Failure to do so may result in your award being rescinded.

Initial queries to: Ms Debbie Smith, Office Manager [das1]. 

Please  also see the Financial Operating Procedure - Travel, Subsistence & Expenses Policy 
http://www.st-andrews.ac.uk/media/expenses.pdf 
