TR/R


THE SOUTHERN EDUCATION AND LIBRARY BOARD
REFUND OF TRAVELLING EXPENSES (Please read guidance notes overleaf)

THE INFORMATION PROVIDED ON THIS FORM MAY BE MADE AVAILABLE TO OTHER BODIES FOR THE PURPOSES OF PREVENTING OR DETECTING CRIME.

	PART I
	Give name of person to whom Paying Order is to be made payable and the address to which it is to be posted (PLEASE USE BLOCK LETTERS)


	Name:
	Mr/Mrs/Miss/Ms
	

	
	
	
	

	Address:
	

	
	
	
	

	

	
	
	
	

	Postcode:
	
	Tel No:
	

	
	
	
	

	Payee Account No:
	
	
	
	
	
	
	
	
	 Sort Code:
	
	
	
	
	
	

	
	
	
	

	Name of Pupil:
	
	  DOB:
	

	
	
	
	

	Name of School/College attended:
	

	
	
	
	

	SIGNED:
	
	Parent/Guardian
	DATE:
	

	


PART II
(To be completed by principal teacher of school named above)

I certify that the pupil named above attended school for the number of days stated as follows during the 20____/20____ school year.  Please note that the Board will NOT reimburse travel expenses for the month of August.

	Month
	SEPT
	OCT
	NOV
	DEC
	JAN
	FEB
	MAR
	APR
	MAY
	JUN

	Number

Of Days

Attended
	
	
	
	
	
	
	
	
	
	


	SIGNED:
	
	Principal
	DATE:
	

	Completed forms should be forwarded to the TRANSPORT MANAGER, SOUTHERN EDUCATION AND LIBRARY BOARD, 3 CHARLEMONT PLACE, THE MALL, ARMAGH, BT61 9AX.




	PART III
	(For Office Use Only)



	Reason for refund of travelling expenses
	

	
	

	Tickets purchased:
	
	tks @ £
	
	/Ulsterbus Flat Rate: £
	
	Total Amount: £
	

	Signed:
	
	Date passed for payment:
	

	Certified Correct:
	
	  Date:
	

	
	(Authorised Officer)
	  
	

	CODING SLIP
	Supplier No:
	
	Invoice Number
	

	
	
	
	

	DISTRIBUTIONS



	Entity
	Cost Centre


	Finance Code
	Function Code
	       Value

£
	p

	01
	
	
	
	
	

	01
	
	
	
	
	

	01
	
	
	
	
	

	
	
	
	TOTAL £
	
	


REIMBURSEMENT OF TRAVEL EXPENSES

GUIDELINES

The Board may consider the payment of travel expenses to parents in respect of pupils entitled to assistance with home to school transport but who provide transport for their own children in the following circumstances: -

· Where there is no suitable bus stage within the statutory walking distance of the pupil’s permanent home address.

· Where the pupil’s permanent home address is located outside the statutory walking distance of the nearest suitable school, but no Board or public transport is available.

· Where the parent requests a payment rather than the Translink sessional ticket.

Payment of travel expenses will be made in accordance with the Board’s scheme.  Travel expenses will be payable from the commencement of the school year in which the application was made.  The Board will only reimburse travel expenses for the current school year, or the school year just completed.
Parents will normally be entitled to only one payment per family, irrespective of the number of pupils being conveyed by car.

The Board may assist the weekend or term time travel of a boarding pupil based on the fare to the nearest suitable school at which boarding facilities are available.

Pupils who have incurred the cost of public service fares whilst awaiting their sessional ticket during the months of September and October should make application for reimbursement as follows:

· Ulsterbus and NIR claims are submitted to Translink, Accounts Office,                     3 Milewater Road, Belfast, BT3 9BG.

· A claim for travel expenses must be submitted within 18 working days from the date of issue of the student’s travel pass.  Used tickets must be retained and submitted with the relevant claim form.
· No refunds will be accepted for tickets issued after 31 October.

Retrospective payments for previous years will not be made in any circumstances.
