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      TRAVEL EXPENSES CLAIM FORM
	

	This form is to be used to claim travel (mileage) expenses necessarily incurred on official duty.  Information collected on this form is required to determine the entitlement and the personal information provided will be kept secure against unauthorised use or disclosure.

	

	EMPLOYEE DETAILS

	Full  Name
	
	ID No.
	

	Position
	Desktop Technician
	Office 
	Pietermaritzburg

	DETAILS OF VEHICLE

	Make & Model
	1.4 Polo Vivo (Petrol)
	Reg No.
	CG 01 SW GP

	Type (sedan. 4x4, motor cycle, scooter, etc.)
	Hatchback
	Engine Capacity
	1398

	SUMMARY MILEAGE CLAIM

	Total mileage travelled (km). details on next page
	
	Garaging & Parking Amount (please provide proof)
	
	Total Toll fees (please provide proof)
	

	 __________________________________                 ___________________

             EMPLOYEE SIGNATURE                                           DATE

	APPROVALS

	 __________________________________                 ___________________

             ICT DEPUTY DIRECTOR                                           DATE
 __________________________________                 ___________________

             ICT Director                                                               DATE


DETAILS OF CLAIM
	DATE
	FROM
	TO
	KILOMETRES

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


	Total kilometres claimed:
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