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CLAIM FOR SHORT TERM DETACHED DUTY TRAVEL AND SUBSISTENCE
	MOD Form 305

(Revised 08/02)
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An Agency of the MOD
	
	
	To:


PPA MOD


PO Box 99


Bath


BA1 1YT

	
	Initials &
Surname
	     
	
	

	
	
	
	

	
	Staff Number
	 
	 
	 
	 
	 
	 
	 
	Official Address
at Permanent
Duty Station
	     
	
	

	
	
	
	
	
	
	

	
	UIN
	 
	 
	 
	 
	 
	 
	
	
	
	

	
	
	(See Guidance Note 1)
	
	
	
	

	
	
	
	

	
	UK
	 FORMCHECKBOX 

	Overseas
	 FORMCHECKBOX 

	Official Tel No
	     
	
	

	
	
	
	


	General Information Relating to Claim
	
	

    Summary of Claim (See Guidance Note 3)

	Please give the following information about the period of duty which your claim relates.
	
	Description
	Amount
	

	Beginning of Duty Period
	 
	 
	 
	 
	 
	 
	(See Guidance Note 2)
	
	Total Subsistence
	     
	

	
	
	
	
	

	End of Duty Period
	 
	 
	 
	 
	 
	 
	
	
	Total Travel Costs
	     
	

	
	
	
	
	

	Brief Description of Duty
	
	Duty Station(s) visited
	
	Gross Total
	     
	

	     
	
	     
	
	
	
	

	
	
	
	
	Deductions
	     
	Advances

	
	
	
	
	(See Guidance Note 4)
	     
	Standing Imprest

	
	
	
	
	
	     
	Overpayments

	
	
	
	
	

	
	
	
	
	Net Amount
	     
	

	
	
	
	
	


	Claimant Declaration

· I declare that the information on this form is correct and the allowances claimed are in accordance with current regulations, ie MOD Civilian Travel  Manuals and current MOD Personnel Instructions.  All relevant receipts will be retained by me for 3 years after the end of the financial year in which duty took place.
I understand the importance of retaining receipts.

· I have not previously claimed for these items.

· I confirm that where an advance has been issued against a MOD Form 306 for this duty, it has been deducted from this claim and where this claim is for less than the sum advanced I have attached a cheque covering the balance in accordance with Guidance Note 4a.
	Signed
	

	
	
	

	
	Date
	

	
	     
	

	
	
	

	

	WARNING:  By submitting a claim you are authorising payment to yourself of public money.  Deliberate submission of a false claim is a serious offence which can lead to dismissal and/or prosecution.
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    In accordance with the Data Protection Act 1998 the Pay and Personnel Agency (PPA), an executive agency of the MOD, will process the information supplied on this form for the purpose of payments and pension administration  In order to comply with our statutory obligations, and where necessary in case of further enquiry, the data will be held for a minimum of 7 years.  The PPA is committed to ensuring that your personal data is kept secure and that it will not be disclosed unlawfully.



	RECEIPTS MUST BE KEPT BY YOURSELF FOR 3 YEARS AFTER THE END OF THE FINANCIAL YEAR IN WHICH THE DUTY TOOK PLACE.

CLAIMANTS ARE REMINDED OF THE IMPORTANCE OF RETAINING RECEIPTS.

	

	Subsistence
	
	Travel Costs

	SUBSISTENCE IS PAID AS REASONABLE
RECEIPTED ACTUALS
	
	Private Car
(See Guidance Note 9)

	
	
	No of Nights
	Amount Claimed
	
	Travelled From
	Travelled To
	
	Miles
	PTR Claimed
	
	Miles
	SMR Claimed
	
	Pass /Eqpt Amount  Claimed
	

	A)
	How much IEA are you claiming?
	  
	     
	
	     
	     
	
	     
	     
	
	     
	     
	
	     
	

	
	(See Guidance Note 6)
	
	
	
	     
	     
	
	     
	     
	
	     
	     
	
	     
	

	B)
	How much did you spend on B&B, using the HBS Scheme?
	  
	     
	
	     
	     
	
	     
	     
	
	     
	     
	
	     
	

	
	
	
	
	     
	     
	
	     
	     
	
	     
	     
	
	     
	

	
	Ref. No.
	
	
	
	     
	     
	
	     
	     
	
	     
	     
	
	     
	

	
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	
	
	     
	     
	
	     
	     
	
	     
	     
	
	     
	

	
	
	
	
	
	     
	     
	
	     
	     
	
	     
	     
	
	     
	

	C)
	How much did uou spend on other B&B costs?
(See Guidance Note 7)
	  
	     
	
	     
	     
	
	     
	     
	
	     
	     
	
	     
	

	
	
	
	
	
	TOTALS
	
	
	     
	
	
	     
	
	     
	

	
	
	
	
	
	Motorcycle
	 FORMCHECKBOX 

	Pedal Cycle
	 FORMCHECKBOX 

	
	(Please tick as necessary)
	
	(See Guidance Note 10)
	
	
	

	D)
	How much did you spend on Mess Accommodation?
	  
	     
	
	Travelled From
	Travelled To
	
	Miles
	
	Amount Claimed
	
	Pass /Eqpt Amount  Claimed
	

	
	
	
	
	     
	     
	
	     
	
	     
	
	     
	

	
	
	
	
	
	     
	     
	
	     
	
	     
	
	     
	

	E)
	How much did you spend on Meals?
	
	     
	
	     
	     
	
	     
	
	     
	
	     
	

	
	(See Guidance Note 8a)
	
	
	
	     
	     
	
	     
	
	     
	
	     
	

	F)
	Any other subsistence
	
	     
	
	
	TOTALS
	
	     
	
	     
	
	     
	

	
	(See Guidance Note 8b)
	
	
	
	Miscellaneous Costs (See Guidance Note 11)
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	Comments

     
	
	Travelled From
	Travelled To
	
	Type of Costs
	
	Amount Claimed
	

	
	
	     
	     
	
	     
	
	     
	

	
	
	     
	     
	
	     
	
	     
	

	
	
	     
	     
	
	     
	
	     
	

	
	
	
	
	
	TOTALS
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d)	Passenger and Equipment supplements – if you carry official passengers and/or equipment in your car you are entitled to claim a passenger/equipment supplement.  Please enter the amount you wish to claim.





10.	MOTOR CYCLE MILEAGE ALLOWANCE/ PEDAL CYCLE ALLOWANCE





There is one rate of Motor Mileage Allowance for motorcycles with no limit to the number of miles that can be claimed in a single tax year.  Enter the place of departure and your destination, the number of miles travelled and the amount claimed.  Officers who use a motorcycle for official mileage can also claim the passenger/equipment supplements.  Detached duty mileage made on a pedal cycle can be claimed at the Pedal Cycle Rate.





11.	MISCELLANEOUS TRAVEL COSTS





Include costs for Train Fares, bus Fares, Taxi Fares, Parking, Tolls, Petrol for Hire Cars etc.  It is important to note that all receipt for these claims must be retained   Please use this field for mileage claimed at Private Use Car Scheme rates.





12.	PAYMENTS TO GERMAN BANK ACCOUNTS





Claims that are to be paid into German Bank Accounts must be submitted in Euros.





13.	RATES





Rates relating to IEA and motor mileage allowances can be found on the PPA website and relevant Personnel Instructions.





14.	PAYMENT OF CLAIM





CTC aim to pay all Travel and Subsistence claims within 10 working days of receipt.  Claimants should, in the first instance check with their Bank regarding payment.





CONTACT POINT





Advice on completion of the form and payment of claims may be obtained from PPA Customer Service Centre : 9355 28200 or 01225 828200.





5.	RECEIPTS





Receipts must be kept by yourself for 3 years after the end of the financial year in which the duty took place.  Claimants are reminded of the importance of retaining receipts.  Where no receipt is held, annotate claim with details of circumstances.





6.	INCIDENTAL EXPENSES ALLOWANCES (IEA)





IEA is payable for each night spent away on detached duty.





7.	BED & BREAKFAST COSTS (Other than through the Hotel Booking Scheme)





Include privately arranged B&B up to a limit of £50 per night.  The £50 per night limit is waived if you have tried to book through the HBS and have been unable to make a reservation through no fault of your own.





8.a)	MEALS PURCHASED





Include the cost of all meals and refreshments purchased in relation to a detached duty day visit or on an overnight stay.  Receipts must be kept as in Note 5 above.





8.b) ANY OTHER SUBSISTENCE





When using this claim area, please provide a detailed breakdown of costs in the “comment box.”





9.	PRIVATE CAR TRAVEL COSTS (Refer to Travel Manuals for Insurance Requirements)





a)	PTR – Private Travel Rate Motor Mileage Allowance is payable when you choose to use your own vehicle for duty travel, but could reasonably have used public transport or officially provided transport (eg hire car).  Enter the place of departure and your destination, the number of miles travelled and the amount claimed.





b)	SMR – Standard Rate Motor Mileage Allowance is payable when you have no alternative but to use your own private vehicle.  Standard Rate can only be made for duty travel totalling 10,000 miles in any single tax year.  Any mileage claimed over this limit can only be paid at the Private Travel Rate.  Enter the number of miles travelled and the amount claimed.





c)	Overseas rates of Motor mileage Allowance are claimed at the rates relevant to the country travelled in.  CTC hold up to date lists of Overseas Motor Mileage Rates and should be consulted in the event of a query.  On completion of the claim the amounts entered must be the equivalent Sterling amount.





1.	UNIT IDENTIFICATION NUMBER (UIN)





Non MOD Officers, eg Consultants and new entrants to the MOD are required to enter their UIN to ensure accuracy and speed in paying the claim.  For all other officers the UIN will be picked up automatically from the Pay record.





2.	DUTY DATES





Please insert the start and end date of the duty/duties in relation to this claim form.  If this claim covers more than one duty please indicate the start date of the first duty and the end date of the final duty.





3.	SUMMARY OF CLAIM





The total Travel and Subsistence costs brought forward from side 2 of the forma team brief entered in the relevant fields and any deductions that are to be made shown against the type of deduction.





4.	DEDUCTIONS





a)	Advances





Advances must be declared on and deducted from the claim to which they relate.  Where the claim is for less than the sum advanced the full amount of the advance must be shown and the net amount shown as a minus figure.  Attach a cheque to refund the surplus, crossed and made payable to:





‘HMG 4902 – CTC Receipts’ for MOD Officers


‘HMG 4906 – CTC Receipts’ for Officers from the Hydrographic Office


‘HMG 4914 – CTC Receipts’ for Officers from DARA





Advances will be deducted from pay if the claim is unduly delayed or the advance is not declared.





b)	Standing Imprests





If a Short Term Detached Duty Standing Imprest is held, and you wish to repay an amount through claim; please indicate the amount to be deducted.





c)	Overpayments





If an overpayment is in issue and it has been agreed with CTC that deductions can be recovered from claims, please indicate the amount to be deducted.





GUIDANCE NOTES for the MOD Form 305
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