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APPLICATION FOR TRAVEL AND SUBSISTENCE EXPENSES 
If you wish to apply for  travel and subsistence expenses you should complete this form. 

When completing this form you should look at Inquiry Procedure Direction No 2.2 – Award of Travel and Subsistence Expenses, the Inquiry’s Summary of the Scottish Government’s Guidance on Travel and Subsistence Expenses and the Notes for Applicants at the end of this form. 

Please return completed form

By post (first class) to:

Maria McCann

Secretary to the Inquiry

The Penrose Inquiry

44 Drumsheugh Gardens

Edinburgh

EH3 7SW

Forms may also be delivered in person to the Secretary to the Inquiry.

When the oral hearings are in session, application forms may be handed in to the Inquiry Secretariat office at the oral hearings venue at Clydesdale Bank Plaza (Ground Floor), 50 Lothian Road, Edinburgh, EH3 9YB. 

PART 1: PERSONAL DETAILS


Title


First name


Surname

Address

(including postcode)

Telephone Numbers

Daytime

Evening

Mobile


e-mail address

(if available)
PART 2: TRAVEL AND SUBSISTENCE EXPENSES APPLIED FOR
2.1
Please remember to enclose proof, such as receipts for each item of expenditure, where required                                                                                 
	Date of Expense
	Item of Expenditure
	Details of Expenditure
	Amount Claimed
£

	
	
	
	


2.2
Please describe what you were required to do in connection with the Inquiry which caused the expenditure?
Please provide any Inquiry reference number where available.


2.3
Are you enclosing all required proof in support of your claim? YES / NO
If NO please explain why not.

PART 3: YOUR BANK DETAILS


Name of Bank

Bank’s address

Account Number


Name of Account Holder

Sort Code

PART 4: DECLARATION
I certify that I am not being reimbursed these expenses from any other source.

I certify that the information given in this application form is, to the best of my knowledge and belief, true and correct. 


Signature


Date
NOTES FOR APPLICANTS
Overnight accommodation or items of expenditure of £100 or more

1.
Applicants are reminded that any need for overnight accommodation or where any individual item of expenditure is over £100, approval must be given in advance by the Inquiry Secretary, telephone 0131 528 5221 or e-mail: info@penroseinquiry.org.uk.
Part 2: Travel and Subsistence Expenses being claimed

2.
In the column headed Items of expenditure you should list the expenses being claimed e.g. train tickets, bus tickets, car mileage allowance.

3.
Applicants should provide full details of the expenditure. For example, in relation to claims for car mileage, applicants should provide the start and return addresses together with the total number of miles claimed. For daily or 24 hour subsistence rates, applicants should provide the times and places of departure and return. 

Proof such as receipts for each item of expenditure

4.
Applicants should refer to the Inquiry’s Summary of the Scottish Government’s Guidance on Travel and Subsistence Expenses for details of which items of expenditure require receipts. 
Part 3: Your Bank Details
5.
Payment will generally be made by Bankers’ Automated Clearing System (BACS) transfer. 
6.
Queries relating to the processing of payments should be directed to the Inquiry Secretary, telephone 0131 528 5221 or e-mail: info@penroseinquiry.org.uk. 

Part 4: Declaration

7.
Your signature will be treated as confirmation that all the information contained in your application form is correct, to the best of your knowledge. 

8. The deliberate submission of a false claim is an offence. 
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